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pay a Statistical Dept. 
8 hours... 


... When we can do the 
same work for you in 
3 hours... 


Pay only for what 
you get! 


If your own Statistical department 
is not kept busy full time, or if you 
have peak loads, you should con 
sider renting our services on a part 


time basis 


Your work can be done as needed 


on a wide variety of modern 
punched card accounting and tab 
viating machines by our expert 


operators 
This will save you time, trouble and 
money 


Why not discuss this with us now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO) @ BOSTON DETROIT 
MONTREAL e@ TORONTO 


100 th Ave. New York 13, Y. 


Keyman Insurance 


To the Editor 
May I comment or article “Ins 
ind Outs of Keyman Insurance Pro 
Tower Belt, which ap 
August issue of AMER 


grams by 
peared in the 
ICAN BUSINESS? 

Actually, the’ 
if anvthing, which is new 
down the 


irticle contains little 
It’s right 
party line’, as it were, of 
those rather sensational writers of 
some 20 odd vears ago, who accused 
the insurance companies of confiseat 
ing poliey reserves and recommended 
that the 
INSUrance bus 
invest the savings in premiums. This 
theory buy term and invest the sav 


insured drop his permanent 
term insurance and 


ings was based on three fallacies 
(1) that an indir ial, or a business 
would have the strength of character 
to keep setting aside the 
that it would not be mixed with their 
portfolio, and = that it 
would always be available in time of 
need, (2) that rather high interest 
rates could be earned with safety, and 
would continue to be earned, (3) and 
that taxes would have little effect and 


effect 


“savings 


spec ilative 


would continue to have litth 
on the interest vield 

In practice, of course, people did 
not have the fortitude to so set aside 
the “savings high interest rates 
could not be maintained with safety 
and the impact of taxes became tet 
Under these 
circumstances, if Was not surprising 
individuals and busi- 
saved” by their 


rific. as they are today 


that so many 
nesses say thev were 
life insurance cash values those who 
tollowed the theory which 
your writer repeats just didn't have 


fallacious 


the money in a special reserve or any 


} ‘ 


place else. Even if the savings had 
been set aside, in ones own business 

it was generally wiped out 
by the very economic emergency it 
had been designed to meet 


Courtesy Pitney-Bowes. Ine 


more point and I'm through 
The use of term 
by Mr. Belt, with provisions tor con- 
version to a permanent plan not later 
than age 55. I agree with Mr. Belt 
that a keyman policy should have 
served its purpose by age 65 -but it’s 


to 65 is suggested 


tough to have to place your bets 10 
years betore. And, if hell hath no 
wrath like a woman scorned, I think 
it at least has a counterpart in the 
person of a beneficiary, who sees a 
term policy expiring while the insured 
is on his death bed. Frankly, I've 
rarely seen a term policyholder who 
at the end of the trail, hadn't for 
gotten why the policy was purchased 
all the good reasons why it was se- 
lected, and who wasn't ready to criti- 
cize the agent for having sold him a 
policy without cash values and which 
required a high premium on conver- 
sion to maintain 

Please believe that T am fully con- 
scious that term 
place that there are 
development of a business when it Is 
fully justified. I do disagree strongls 
with the thought that term insurance 
should ever be selected thru “free 
choice”, and with the pseudo scien- 
tific proof offered by your write 
Roe A. Mater, assistant superin- 
tendent of agencies. Aetna Life In- 
surance Company, Hartford Conn 

Mr. Maren: When I read this con- 
tribution, I checked with several com- 
pany treasurers, and they thought it 
would be a service to our readers to 
publish it 

Seems to me you overlook one item 


insurance has a 
times in the 


in vour criticism of this article. We do 
not recommend term insurance for 
individuals, but only in cases where a 
company insures its key men and uses 
company or corporate funds to pay 
premiums 

Then it 
mav have overlooked the 


There is. of course, a strong argu- 


seems to me that you 
statement 
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ment in the other direction 

other statement The situatior 

life where an individual is building 
pa personal estate is a different 


sideratior 


Better Housekeeping 


the Editor 


ihank yo ery muct or your 
thoughttulness n sending the 


August issue of American Business 
containing ¢! stor ot the Harris 
Trust and Savings Bank's house- 


keeping program 


I enjoyed reading the entire article 
I am sending the magazine along to 
Chairman Urick and his committe 


who I am sure will also want to 
read it. You are correct in your com 
ment that I take a particular interest 
in keeping our bank in good order 
tor I am convinced of the importance: 
of such a progran Mark A. Brown 
President, Harms Trust and Savings 
Bank, Chicago. Ill 


Old Issues Available 


To the Editor 

After the recent passing of my ta 
ther I found, on inventorying his mag- 
azine file, a collection of AMERICAN 
BUSINESS magazines from Volume 5 
Number & (August 1935) to Volume 
22, Number 5 (May 1952), with Vol 
ume 6, Number 2 and Volume & 
Number 5 missing 

I also have a collection of SYSTEM 
magazines from the days when A. W 
Shaw published it, to the incorpora 
tion of it into AMERICAN BUSINESS 

This collection is as follows 
System (Published by A. W. Shaw) 

Volume 32, Number 4 (Oct. 1917) 

to Volume 51, Number 6 
Magazine of Business 
Volume 52, Number 1 
to Volume 56, Number 2 (final 
number} 
System (Published by McGraw-Hill) 
Volume 1, Number 2 (June 1928) 
to Volume 3, Number 6 (Oct 
1929) (missing Volume 3, Num- 
bers 3. 5? 
System (Revived by McGraw-Hill) 
Volume 57, Number 1 (January 
1930) to Volume 60, Number 6 
(missing Volume 58, Number 
3) 
Management Methods 
Volume 61, Number 1 
to Volume 62, Number 6 
System, Business, Management 
Volume 63, Number 1 
to Volume 64, Number 6 (July 
1935) 

On July 3. 1935, Dartnell Publica- 
tions purchased SysTeM, BUSINESS 
AND MANAGEMENT 

I would like to know if there is a 
market for the aforementioned mag- 
azines. Would you be interested in 
this file? If not, would you let me 
know of others who are ADOLPH 
OesTer_e. Jr. 14 Davies Ave., Du- 
N.J 
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a new kind of office... 
othe TEGHNIPLAN 


original engineered MODULAR office! 


IT TELLS HOW Vou can station more workers in the same amount of floor 

space 

a> how you can give them he tter workir g facilities comfort and spe ed 
to produce increased work output with fewer motions, less fatigue 

YOU CAN ELIMINATE bottlenecks and congestion by straightening your 

flow of work—and keep it straight as conditions change 


And vou can present a proud, modern appearing office to the eves of 


all—customers, prospects, and workers alike 

G/W TECHNIPLAN office equipment, and 4000 other aids to good 
business, are sold and serviced hy G/W de pendable dealers, listed in 
your classified "phone book under “Office Equipment.” 


This new Steel TECHNIPLAN Catalog tells about the most 
significant advance in office operating equipment in sev- 
eral decades. It's yours by request on business letterhead. 


11-AB 
m 
Engineering Specialists in . 
Office Equipment, Systems 
and Visible Records Cincinnati 12, Ohio 


| 
| 
| 


To 


FLEX-SITE Visible Margin 

B.inders—for efficiency or 
y records, stock co 

soles ond various 
business records 


TRA-DEX Vertical Visible 
Files — easy operation — 


SAFE-T-STAK Stee! Storage 


Files 


Have your office routines had 


every 
mn every 
business — 5500 


a good “physical” lately? Sry 


Reports late? Costs rising? High clerk turnover? 


Vital facts missing ? il ing? 
ital fac issing Snail pace record keeping 


ANY OF THE symptoms mentioned above are showing up in daily business, 
large and small naw 
And at the root of the trouble are’our poor friends—the records. Records 
going through obsolete motions and procedures that wear out their usefulness fast! 
Many of these motions and procedures are “hangers-on” of past business 
eras when requirements and work volume were not as important, But today, 
efficient record systems with the important element of “control” are virtually a 
necessity, 
If you suspect that there are record-keeping routines in your office that 
could stand examination and overhaul for positive record efheiency, here's an 
offer that's hard to beat ; 
At no obligation to you, a qualified Diebold specialist in record systems 
will study your particular record problem and submit an “easy-to-understand” 


survey of its adequacy and efliciency 
Why not make sure that your routines are in “A-1” condition by requesting 
an examination today—use the coupon below 
FLOFILM Reader — Amer 
os finest — offers the 


serving business for over 94 years leorest picture todoy— 
push-button controls — 


) ’ ) ) record handling systems : gnification, 1B to 36x 

( ( ( 2 3 Mulberry Rd SE 
Canton 2, Ohio 4 

| want a free examination of my record handling systems 


FLOFILM Cameras — com 
plete modern line—finest 
todoy Above—high 
speed 14 modei tor 
general microfilming 


FLOFILM Processor — for 
privately developing your 
own microfilm — quickly, 
easily —completely avto 
matic operation 
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John T. Pirie, Jr., president of Chi- 
cago’s famed Carson Pirie Scott 
& Co. told a group of Chicago 
advertising men, late in September, 
that the percentage of Chicago's 
business done in the Loop (down- 
town shopping district) has fallen 
from 26 per cent of the total in 
1935 to 20.3 per cent in 1948. We 
suspect that it has dropped still 
more since 1948. One of the reasons 
for this loss of business in the 
downtown area is traffic conges- 
tion; the other, shopping centers 
in the suburban area, according to 
Mr. Pirie 


Neither Eisenhower nor Steven- 
son seems to be saying muct 
about business problems. Both have 
made their best pitches to labor 
to the farmers, to the civil rights- 
ters and to other groups but, so far 
as we are able to see or hear 
neither seems aware that most of us 
in this country depend upon busi- 
ness and business prosperity as a 
way of earning a living. What we'd 
like to hear from both of the candi- 
dates is, “What sort of a business 
climate will they foster?” Will 
they harass, criticize, assail, and 
accuse business? Will they foster 
attacks on a company because it 
is big, and then ask it to under- 
take some gigantic project because 
it is one of the few companies in 
the country big enough to handle 
the job? 


Business Experience seems foreign 
to both candidates. Eisenhower's 
career has been highly specialized 
and while he may be a wonderful 
administrator and may understand 
human problems, as army officers 
are supposed to understand them, 
his business experience seems con- 
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spicuous only by its absence Nor 
has Stevenson any business exper! 
ence to speak of, even though he 
owns a sizable chunk of an un- 
usually well-managed publishing 
property. We would like to have 
them state what they intend to do 
if elected, about the dilatory tactics 
of the Interstate Commerce Com- 
mission, about the arrogant atti- 
tude of the many boards and bu- 
reaus which harass business, about 
the seemingly arbitrary and whim 
sical rulings of the Federal Trade 
Commission. We'd like to know 
what each candidate thinks about 
many phases of Government which 
have an ever increasing impact 
upon business. But, so far as we 
can learn, neither candidate knows 
that such problems exist 


Shopping Centers continue to be 
built at a rather amazing rate. We 
may not fully understand this de 
velopment as yet, but it promises 
to be as much of a revolution in 
retail development as the chain 
store was. The impact of this rapid- 
ly developing retail change will 
eventually hit almost every busi 
ness in the country. Do not make 
the mistake of thinking, “Oh, that's 
not in our line,” because the influ 
ence of the shopping center will 
come closer home to more of us 
than we may realize at first. Sue 
gestion: Appoint a committee In 
your organization to keep itself 
and your company informed con- 
cerning this booming phase of re- 
tailing 


Goodyear Tire and Rubber Co., 
Inc., has been selected to operate 
the $1.219,000,000 Uranium-235 
production plant to be completed 
4 years hence near Portsmouth and 


Chillicothe, Ohio, in Pike County 
When completed, the plant will em- 
ploy 4,000 persons. The plant will 
be built by Peter Kiewit Sons and 
Company of Omaha, Neb., and it 
is expected that as many as 30,000 
workmen may be employed on the 
plant at one time. Goodyeat has 
organized a subsidiary company to 
operate the new plant, and has al 
ready announced the keymen to be 
in charge 


Economic Research Department 
Chamber of Commerce of United 
States, has copies of a report on 
fringe benefits. These “hidden pay- 
roll costs" now are at an all-time 
high and are increasing rapidly 
According to a check made by the 
Chamber, it has been determined 
that these fringe payments have 
increased 66 per cent in 4 years 
with no sign of a let-up in demand 
for them by labor 


Westinghouse has developed a plan 
for encouraging inventions. During 
the first 7 months of 1952, the com- 
pany paid out $95,000 to employees 
whose inventions had _ potential 
commercial value. Four types of 
cash awards are made to employees 
who come up with patentable ideas 
First award of $25 is given when 
an employee submits a written de- 
scription of an invention believed 
to be patentable. Another award of 
$200 is added for the invention 
judged to be most meritorious out 
of each 50 submitted. When the 
company files a patent application 
another $50 cash award is made, 
and then special awards, as high as 
$5,000 are paid when the invention 
proves of outstanding commercial 
value to Westinghouse Electric 
Corporation 
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The 
Duck Billed 


Deduction 


vervwhere these davs 


Origin: pw never figure work and record keeping 


Habits: Annoys people in overworked statistical de partments, Nests in inadequate calculating equipment 


Diet: Vevetarian Thrives on crisp, green money (vour profits 


urd tas mo pl in jow othee. TE vour statistical department is quacking under 
oat inereasing figure work am pavroll, billing. sales analysis, call vour nearby 


Cormiptomet rey entative. He can save you time and money on calculating work with: 


Fast, Accurate Comptometer 
bart Contre t it 


othee can 


sentative will gladly work wi 


and cut ts 


COMPTOMETER 


ADDING-CALCULATING MACHINES 


Que of ne machines, the 
DU AL-ACTION COMPTOMETER 


nn Comptome 


wr 


fuer ach 


TAR 
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Railroad Red Ink stems, in part, 
from the maintenance of services 
which the communities served seem 
no longer to need or want. Branch 
lines which have long since lost 
business to the trucks and busses 
are kept in operation by State Com- 
merce Commission decree, when 
the losses incurred in their opera- 
tion might well be applied to mod- 
ernizing those parts of the lines 
which still show a profit. When a 
community ceases to patronize a 
sector of a railroad line, it seems 
that the road should not be forced 
to continue the service at a huge 


loss 


Charles E. Wilson, bless his heart 
came up with a wonderful, inspir- 
ing, and soul stirring suggestion re- 
cently. ‘Wilson, as you know, is a 
former General Electric president 
veteran of the war production board 
in World War II. He recently left 
another Government job in disgust 
at administration tactics. If there 
ever was a man who won success 
the hard way, it is Wilson. Well 
here's his idea: Let the Government 
sell to the people all its present 


power both electric and water 
projects. A simple exchange of 
stock in them for Government 


bonds now outstanding would do 
the trick, he believes. Instead of 
these properties going tax-free as 
they do now, they would pay, if 
privately owned, approximately a 
billion dollars in taxes. Private en- 
terprise could probably operate 
these projects for less money, with 
infinitely less waste, and consider- 
ably more efficiency. As we under- 
stood it, way back when these 
projects were started they were 
pump primers, or were entered in- 
to by the Government simply be 
cause private enterprise was either 
unable or unwilling to do the job 
Now, if private enterprise can 
swing it, we are all for letting 
private ownership have the job 


Clifford Corneli, of the St. Louis 
seed company bearing his name 
made an important point at one of 
the recent seminars for top execu- 
tives sponsored by University of 
Wisconsin Industrial Management 
Institute. He reminded us that there 
is almost no secrecy in management 
today. “In my company,” he said 
“we are concerned with training 
younger men for executive jobs, 
and one of the ways we do it is 
by arranging for them to visit 
other plants, to see other products 
learn new processes. It sharpens 
their observation and gives them 
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new ideas. The old idea of keeping 
processes secret is pretty obsolete 
today This is but one of the 
reasons why America leads the 
world in industrial and business 
development. We even tell com- 
petitors all we know, which is 
looked upon as slightly daffy ir 
less-progressive parts of the world 


Our Next President, whether his 
name is Eisenhower or Stevenson 
can go down in history as a great 
man if he will permit business t 
have a chance to function as it is 
supposed to function; if he will 
see to it that needed rate changes 
commonsense-rule revisions on the 
railroads are not delayed by the 
whim and lethargy of the Interstate 
Commerce Commission. If he will 
call off the snooper4, send back t 
private business the horde of 
beaurocrats warming softly cush 
ioned seats in luxurious Govern- 
ment offices, he will add fame and 
lustre to his name. If he will mix 
some sound management and com 
monsense into the Agricultural De 
partment and stop the many warring 
factors in that agency from their 
perpetual attempts to knife each 
other in the back, he will earn a 
crown of jewels. If he will er 
courage, instead of hamper, busi 
ness, he will be the happy recipient 
of world acclaim. And-—perhaps 
this is too much to hope for —if he 
will put an end to frightful waste 
in re-armament, in military 
and aviation procurement, and its 
world-wide junketing-— well, there's 
just no telling what place he can 
achieve in history 


naval 


Retail Sales are snapping back 
with sling-shot  alacrity After 
Labor Day buyers flocked to stores 
hotel and motel business remained 
almost at capacity, during a period 
which is generally inclined to be on 
the dull side. Even the moribund 
motion-picture business is alleged 
to have shown new signs of life 
Response to special sales effort has 
been good, and there is no end of 
evidence that people are willing to 
spend money if, when, and as they 
are properly approac hed Up to 
now, even the presidential elec- 
tion has failed to stir up much 
interest. Plans are being laid for a 
whopping big Christmas business 
expected to exceed last year’s sales 
Yet there are plenty of people who 
are talking about ° sales 
threatened downturns 
possible disaster. With the gloom, 
fear, threats of disaster, catas- 
trophe, and defeat being spread by 


soft spots, 


resistance 


some of the political candidates 
it's a wonder that we have not seen 
the beginning of some sort of reces- 
sion. But the virility of American 
business continues to assert itself, 
because people are working, people 
are well paid, and the paymaster 
stalks through the land distributing 
his weekly largesse as never before 


Decontrol for Steel is expected 
during the first quarter of 1953 by 
a number of important steel proc- 
essors and fabricators. We know 
one company which has already 
planned and printed five gigantic 
mail campaigns to be put into the 
mails as soon as the definite date 
for decontrol is announced. Com- 
petition is expected to be keen, and 
with merchandise plentiful 
companies are planning aggressive 
selling. Steel production recovered 
after the strike much quicker and 
much more completely than was 
anticipated 


some 


Dry Weather Damage in the 
South, Southeast, and Southwest 
has been considerably exaggerated 
It is believed that agricultural in- 
come will equal or exceed 195] 
Both crops and livestock have 
turned out better than expected 
and while livestock prices have 
slumped some, and there is some 
increase in costs, the farmer's posi- 
tion is generally excellent. Heavy 
crops of feed items seem to indicate 
excellent production of livestock for 
1953. Late rains brought back 
many forage crops which were be- 
lieved to have been lost. Disaster 
on the farm is never quite as bad 
as the croakers announce 


Dun & Bradstreet, Inc. reports “if 
a concern is destined to fail, it 
usually takes place in the first 5 
years of its operation. Statistics 
for the concerns that failed during 
1951 show that 63.2 per cent of the 
failures had been in 
years or less”. Actually the great- 
est number of failures occurring in 
1951 were concerns established in 
1950 and 1949. Since 1900, the rat- 
ing agency reports, 76 out of every 
10,000 concerns in business have 
failed with a loss to creditors 
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Time for a Change. We have no- 
ticed that some of the people who 
are screaming loudest for a change 
in Washington are the very ones 
who might profit most by a change 
in their own business organizations 
It's a wonderful thing that we are 
blind to our own faults 
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Donut Ge Scared— 
We Have Survived Other Elections! 


If you are worrying about what might happen after election 


day, you are wasting your time. Businessmen worried before 
Thomas Jefferson was elected, and some reportedly withheld 
orders to await the outcome in 1824. But business survived 


By Herbert Brayer 


© you have election jitters” 
Well don't. This readily diag 
nosed disease has recurred in these 
United States monotonously every 
} years since 1789, and while no 
pecitic cure has yet been found for 
it, there is also no record of any 
innoculations designed to minimize 
ts effects 
Actually, always 
mirrored the uncertainties of na- 
tional election results. The almost 
certain election of Thomas Jeffer- 
son in 1800 caused numerous met 
chants, especially in New England 
to assemble convertible paper rath- 
er than to hold Government notes 
or specie. For months before and 
after the election, business leaders 


business has 


foresaw an economic crisis because 
of the “theories and intentions” of 
the new administration. It worried 
both the bankers and the influential 
importing and exporting firms in 
Boston, New York, and Philadel- 
phia 

Business was in a virtual state of 
collapse, according to the press, 
when James Madison was reelected 
in 1812. The Democratic-Republican 
party swept into office by defeating 
the eminent governor, entrepreneur, 
and Federalist, De Witt Clinton of 
New York. The United States had 
declared war on Britain on June 18 
1812. and the New England mer- 
chants declared it “Mr. Madison's 
War.” Their threats of secession 
from the Union were openly pub- 
lished. Money, already scarce, dis- 
appeared. Supplies of 
staples melted as hoarding became 
widespread. Prices rose sharply and 
predictions of economic doom were 
heard from the pulpit, town meet- 
ing platforms, and printed in the 


necessary 
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press. The election was just another 
cross for business to bear. 

Andrew Jackson's economic the- 
ories, and especially his violent feel- 
ings concerning Nicholas Biddle and 
the United States Bank, threw the 
financial districts and some of the 
larger business houses into a state 
of near hysterics in 1824. Although 
the rugged Tennessean won a plu- 
rality over New England's favorite 
son, John Quincy Adams, he lacked 
a majority. Henry Clay threw his 
37 votes to Adams, and the hero of 
New Orleans was counted out 

The sighs of relief that went up 
along the Boston Common and in 
Philadelphia's Independence Square 

along with certain less posh, 
though none the less heavily in- 
volved commercial avenues--was 
short lived. With a resounding back- 
woods roar the “Young Turks” of 
the West rode to victory in 1828, 
and put Jackson into the White 
House. financial theories and all. 
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Early records depict certain of 
the trading companies withholding 
orders pending the outcome of Jack- 
son's fight with Biddle, while a 
number of British merchants in 
London complained bitterly of the 
curtailment of credit and cancella- 
tion of orders from their American 
associates. Since the country was 
still primarily agricultural, and the 
majority of businesses small, and 
in many ways locally self-sufficient, 
the impact was largely confined to 
the major trading houses and mer- 
chants. The West looked upon this 
group with disdain anyway, and 
their outcries were greeted with 
warhoops of derision 

In the long run, Jackson's hard 
money-policies benefited the young 
nation and brought him widespread 
support from workingmen and 
farmers of the East, West, and 
South. His reelection, however, 
caused few cheers in business cir- 
cles along the eastern seaboard. 

Abraham Lincoln's election in 
1860 brought about, or at least con- 
tributed greatly to, the business 
chaos which was already rocking 
the nation. Secession, with its mul- 
tiple effects on the nation’s mone- 
tary structure, on trade between the 
states and along the coastal areas, 
the international aspects of the rup- 
ture between the states, new mone- 
tary systems and the flight of gold 
and silver, the rise in prices, and 
other unpredictable trends, put an 
unprecedented burden on an already 
shocked and reeling management 
The result, of course, was an eco- 
nomic revolution in the nation 
which ultimately hastened indus- 
trialization, and brought about a 
complete reorganization of the tra- 
ditional modes of trade, commerce 
and industry. 

At the moment of Lincoln’s elec- 
tion, however, many business lead- 
ers were hoping and praving for the 
election of the Democratic candi- 
date, John C. Breckinridge, or the 
Constitutional-Union party’s John 
Bell. Either, they felt, would post- 
pone the threatened outbreak and 
give time for working out a peace- 
ful solution. The election of the Tl- 
linois “Rail Splitter” was, in their 
opinion, a catastrophe for business 

Business has always been inter- 
ested in the national elections, and 
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in them has always played an im- 
portant—though not always suc- 
cessful—-role. Tariffs, internal im- 
provement, or public works pro- 
grams (and it was Jefferson, not 
F.D.R., who first faced that battle 
in all its heat), navigation and 
harbor improvements, post roads, 
mail service, Government financing 
measures, customs, and the in- 
creasing regulation of business, 
have been the concern of top man- 
agement for a century and a half 
in the United States 

As today, there has never been 
nationwide unanimity of opinion on 
any of these subjects as far as 
management is concerned. The tend- 
ency always has been to look at the 
purely local or regional effects and, 
as a result, industrial and commer- 
cial leaders in New England have 
differed materially from their coun- 
terparts in the South and West on 
most economic questions involving 
political action. Politicians have 
been quick to recognize and to cap- 
italize upon this division. The plat- 
forms have offered all things to all 
people for generations, but when 
the votes were in, and the seats 
won, the winner has usually gone 
back to his original or established 
policies. 

According to many business 
leaders and some segments of 
the Eastern press, the election of 
Grover Cleveland and the Demo- 
crats in 1884 should have thrown 
the nation into economic ruin. The 
fear of the Populist Movement was 
widespread, and business suffered 
materially as the election day drew 
near. The immediate effect of Cleve- 
land's victory was a drying up of 
credit, liquidation of stocks where 
possible, and restricted buying for 
some time. When it was discovered 
that the “radicals” were not so radi- 
cal, business gradually revived. In 
the meanwhile, however, small mer- 
chants, especially in the Midwest, 
found their sources of supply leary 
of accepting orders unless accom- 
panied by a substantial payment. 
This had the curious effect of 
causing numerous sections of local 
business to make cause with the 
Populists and to condemn the “ras- 
cals in the money marts and in Big 
Business.” 

Few elections, however, have 
caused such a complete case of 
jitters among leading business men 
and organizations throughout the 
country as the epic struggle be- 
tween William J. Bryan and Wil- 
liam McKinley in 1900. From the 
date the convention picked Bryan 
until the votes were counted, trade 
went into a general slump. Con- 
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This was the view during the recent Democratic convention in Chicago just 
after Governor Stevenson was nominated, with President Truman at rostrum 


tracts were written with election 
contingenices clearly set forth. In 
some, the commitments therein 
were null and void if Bryan and 
the Democrats were elected. In nu- 
merous others, provision was made 
that in the event of the election of 
Bryan, all payments due under the 
contract were to be made in gold 
and upon demand. Others called for 
readjustments of quantities ordered 
or purchased, and provided sever- 
al alternate methods of payment 
should Bryan win. 

Recent elections have also con- 
tributed to business unrest. In his 
memoirs, former President Hoover 
notes some of the chaos attending 
the 1932 battle. Additionally, ru- 


mors and press reports credited a 
number of banks and financial 
houses with converting their finan- 
cial paper and currency into gold 
and silver, and shipping it out of 
the country. Some corporations, it 
was alleged, cancelled all pending 
contracts for goods and equipment, 
and were prepared to liquidate 

although the economic state of the 
nation would have precluded any 
really successful sales in any quan- 
tity. Coming at the period of the 
bank crisis, the already depressed 
national economy, and threats of 
bankruptcy on every hand, it is dif- 
ficult to assign any particular effect 
as belonging specifically to the elec- 
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How Companies 


Control Lf 


Does damp, cold weather mean soaring absenteeism rates in 
your firm? If so, here are ideas already proved successful 


BSENTEEISM costs employers 
A an average of $56 per employee 
a year, according to a survey made 
by Benson Laboratories, Inc., Pitts- 
burgh, Pa 

Any businessman, therefore, who 
wants to determine his own ab- 
senteeism costs can multiply 56 
by his number of employees. For 
example, a company with 100 em- 
ployees will pay $5,600 for absen- 
teeism this year, while a company 
with 1,000 employees will pay $56,- 
000. Too, according to Benson Lab- 
oratories, these figures will prob- 
ably run even higher, since the $56 
per employee covers direct costs 
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only: that is, wages and salaries 
paid for work not received. 

With such terrific costs, it is sur- 
prising that more companies are 
not expending greater effort to re- 
duce absenteeism. On the other 
hand, there are some companies 
which have set up definite pro- 
grams to do something about ab- 
senteeism, and the programs of 10 
such companies follow: 


1. Onondaga Pottery Co., Syracuse, 
N. Y. Girls in the office are allowed 
10 days absence during the year af- 
ter they have been with Onondaga 6 
months. The girls start accumulat- 


Wells 
Norris 


ing 96 minutes a week at the begin- 
ning of the year. This creates a re- 
serve upon which they may draw 
for absence for any cause although, 
theoretically, it is for absence due 
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to illness. At the end of the year 
a girl will have accumulated 10 
days, or 80 hours. 

If a girl has not used any or all 
of the 80 hours for absence during 
the year, she is entitled to receive 
whatever balance may remain as 
extra pay or as extra vacation to be 
taken during the first 2 months of 
the year. Any time out due to tardi- 
ness or due to leaving before regu- 
lar quitting time is charged against 
this cumulative time 

Personnel director M. H. Olm- 
stead said that he believes the sys- 
tem has helped cut down tardiness 
and absenteeism, but there still is 
some question as to whether it is ac- 
complishing all that was desired. 


2. Portland Gas & Coke Company, 
Portland, Ore. A drying room was 
recently installed so that employees 
can dry out their clothes during in- 
clement weather before going to 
their desks. The room is expected to 
reduce colds, thus favorably affect- 
ing the company’s absentee record 


3. Texas Employers’ Insurance Asso- 
ciation, Dallas, Texas. Periodic re- 
ports are distributed to each unit, 
showing the absenteeism for that 
particular unit for the period in- 
volved. The reports also show ab- 
senteeism figures for all other units 
in the organization, together with a 
combined report for the over all 
company. This type of report en- 
ables each department to compare 
its record with the complete over all 
record and with each of the other 
departments. 

Letters of commendation go to 
employees with outstanding records 
of attendance 

On the other hand, termination 
is the answer for excessive absen- 
teeism, although individual coun- 
selling in extreme cases is the first 
step, either by the supervisor or 
department manager. The super- 
visor or manager also determines 
whether absence is to be paid or 
not when the absences become too 
frequent. When an individual is told 
that no more absences will be al- 
lowed with pay, the situation is 
usually alleviated. 

Meetings are often held by super- 
visors and managers to discuss the 
problem of absenteeism. Graphs 
and charts are made up to show 
relative absentee records. 

Another preventive measure at 
Texas Employers’ is the practice of 
interviews by the company nurse. 
Any employee who does not feel 
well at work is sent to the nurse, 
and an individual returning to work 
following illness must first go to 
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the nurse. Also, the nurse adminis- 
ters cold and influenza shots in the 
fall to those employees who request 
thern 


4. Gamble-Skogmo, Inc., Minneapo- 
lis, Minn. A Red Cross mobile chest 
X-ray unit visits the office once a 
year, and each year several cases of 
TB in the early stages have been 
found. 

Every October, Gamble-Skogmo 
gives all employees who desire it a 
free vaccine shot for influenza. The 
company has a small hospital with 
a registered nurse on duty during 
all business hours, and a top-flight 
medical officer spends 2 hours at 
the hospital each day. All employ- 
ees are entitled to a free medical 
examination once a year, and can 
go to see the doctor every day if it 
is necessary. These services are all 
free to the employees 


5. Occidental Life Insurance Co. of 
California, Los Angeles, Calif. Bor- 
derline cases will not get an in- 
crease in salary until the attendance 
record has improved. 

Occidental Life, however, does 
about everything it can to help em- 
ployees who have frequent absentee 
periods on their records. With 
worst offenders, there is a system 
of warning once or twice and then 
releasing. Long before the final 
warnings, a thorough program of 
indoctrination is carried through 

For example, all new employees 
go through orientation, and one 
day is devoted to an explanation by 
the doctor of the company's medi- 
cal health service (headed by the 
doctor, who has two nurses to as- 
sist him). The doctor stresses good 
attendance and explains why em- 
ployees are required to call in be- 
for 9 o'clock the morning they are 
out, and why they must report to 
the medical department after being 
out because of illness. 

The medical health service keeps 
a record of absences caused by ill- 
ness, and when an employee is sus- 


pected of malingering, he is ques- 
tioned rather carefully. The ab- 
sentee records are arranged so that 
excessive illness can be spotted 
immediately by the health service, 
and the personnel department main- 
tains an even more complete file 
on attendance which is another 
check 

Occidental routes a monthly 
memorandum to each department 
head which shows how his depart- 
ment's absentee rate ranks with the 
company average 

Ralph A. Nelson, personnel di- 
rector at Occidental, said that the 
days lost due to illness cost the 
company about $100,000 a year, 
which runs a little higher than the 
direct-cost figure of $56 per em- 
ployee per year already mentioned 
This figure is being whittled down, 
however, with the insurance com- 
pany’s present program for combat- 
ing absenteesim 

The effect of the program can be 
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seen in comparative figures for the 
first 6 months of this year and those 
for the first 6 months of 1951. The 
number of employees during that 
time rose from 1,221 to 1,281, and 
the logical conclusion would be that 
the number of days absent would 
rise with the increased number of 
employees. That is not the case, 
though, for there was a total of 5,- 
306 days absent for the period in 
1951, but 5,110 days absent for the 
first 6 months this year. Thus, 
while the employee roster grew 
longer, the number of days absent 
shrank 

During the same two periods, 
the number of days absent each 
year by each employee dropped 
from 4.3 to 4. During the entire 12 
months of 1950, the number of days 
lost by each employee was 5.8, 
and during all of 1951, the figure 
was 7.2. Therefore, if Occidental's 

(Continued on page 44) 
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Why do some men always 
seem to succeed at 
winning their points at 
meetings? Why do 
others so often fail? 
Here's a down-to-earth 
analysis of the points 
to consider in planning a 
meeting leadership. With 
success so dependent 
upon winning approval 
of groups and fellow 
executives, the man who 
learns to get his ideas 
across at meetings is 


marked for promotion 


How Talk 


a Small Vuformal Meeting 


© not be in a hurry. Suppose 
D you are to present some idea 
in a small, informal meeting of four 
to eight people- fellow executives 

Wait until everybody has arrived 
There will always be one person 
who delights in making a late, and 
perhaps mildly dramatic, entry. He 
will usually stop the meeting to ex- 
plain, apologize, or wisecrack. Fool 
him. Wait until he has arrived. Let 
the chairman dispose of routine or 
minor matters. 

Wait until everybody is comfort- 
ably settled. See that the light is 
right, the ventilation good. Do not 
begin until you are reasonably sure 
that no one will interrupt you to 
complain that it is too hot, too cold, 
too drafty, or too bright. 

Wait until the others have 
stopped talking. Do not interrupt 
somebody's talk to start your own. 

If you have charts, exhibits, fig- 


By Eugene Whitmore 


ures, statistics, or pictures to show, 
bring them in a filing folder, or 
some other neatly arranged pack- 
age. Do not stop to hunt for ex- 
hibits; have each one arranged in 
the logical sequence of your pres- 
entation. Some of the best per- 
formers at company meetings take 
the trouble to number exhibits con- 
secutively to aid them in selecting 
the right one at the right time 

As a rule, it is better not do dis- 
tribute exhibits for inspection ahead 
of time. Some of the people at the 
meeting will concentrate on these 
exhibits instead of listening to you. 
They cannot read and listen both at 
the same time. 

Take plenty of time. State your 
proposition slowly, clearly. State 
its advantages, its benefits to the 
company, and your reasons for the 
suggestion or proposal. Remember 
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Business—to Win 
a Large Meeting 


O not depend upon somebody 
else to look after details. Be 

on hand half an hour before any- 
body else is there. Check the seat- 
ing. Be sure there are chairs for 
everybody. Check the lighting, ven- 
tilation, test the public-address sys- 
tem, the microphone, or any other 
equipment in use. If you are going 
to project slides, a slidefilm, or a 
motion picture, do not take any- 
body’s word of assurance that 
everything is “okey-doke,"’ as they 
will almost certainly tell you 

Remember that a new, green film 
seems to fairly exude strange 
noises. Be sure that the film has 
been run through prior to your 
meeting. Check the power lines; 
be sure that someone will not move 
a chair and jerk a cable out of the 
socket 

Have somebody on hand to get 
the meeting going. There will al- 
ways be one man who wants to 
talk golf, politics, reminisce, or 
otherwise delay the start. 
Arrange for a well-poised per- 
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son who is good at introductions 
See that the board member who 
hasn't been present at a meeting for 
2 years is introduced to the new 
sales manager or the new controller 

Try to start on time. Late ar- 
rivals at a large meeting are not as 
important or as much of an inter- 
ruption as at a small meeting. If 
the key people are on hand, it is 
better to start promptly and save 
their time and preserve their good 
humor, than to delay for a last 
minute straggler. If possible, have 
a side entrance for tardy arrivals 
This is especially important if the 
room is such that the usual entrance 
is located between the speaker and 
the audience. 

Check all charts and exhibits 
to be sure they can be read by the 
back seat occupants. Better no 
charts or exhibits of any kind if 
half the audience cannot read them 


In Business—Be Businesslike 
After your introduction, get go- 
ing right into the heart of your 


immediately. Do 
not stop to say a flattering word to 


proposal almost 


the board chairman, compliment 
the treasurer, or fawn on the pres- 
ident. Such men are seldom a good 
market for such obviously transpar- 
ent merchandise 

Remember this: top men are 
usually conservative. Go through 
your material with a ruthless prun- 
ing knife, whacking out all wild 
statements, most of your personal 
opinion, all claims which, even 
though true, seem too optimistic 

Do not make the error of at- 
tempting to single out one man for 
corroboration. Avoid the common 
practice of saying, “As good old 
Joe, our sales manager, will tell 
you,” or other similar references 

Explain the facts or data on 
which you built your plan. Tell 
what investigation you have made 
As Dick Borden says, “Claim a 
foot, prove a mile.’ Reveal the 
source of your data. Do not say, 
“Statistics prove,’ many 
people do. Tell what statistics you 
are referring to. Quote chapter and 
verse 

If your proposal involves the ex- 
penditure of money or a capital in- 
vestment, be sure your figures are 
correct, and offer an estimate of the 
possible return on the investment 
Present your plan as a company in- 
vestment—-sound, safe, and proper- 
vy protected. Once more: Be con- 
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First in a Series 


For the 


This is the first in a series of five articles on office 
lighting, and the author will show how ideal illumination 
can have a definite influence on productivity. Importance 
of color and general costs are among topics to be covered 


By R. L. Oetting 


(Top left) A six-lamp element mini- 
mizes shadows and reflected glare 
in this architect's office, which was 
developed from a storage area. Sin- 
gle-lamp aluminum troffers direct light 
toward proof tables (in middle pic- 
ture); crosswise baffles are eliminated 
to reduce maintenance. Indirect sys- 
tems such as the one here (lower left) 
are favored by many offices where 
the reflected glare is to be minimized 


LANNED lighting represents an 

all-inclusive approach to the de- 
sign of seeing conditions in offices. 
It represents a concern for all as- 
pects of the lighting system; room, 
furniture, and equipment surfaces; 
space dimensions and proportions; 
task characteristics; employee vi- 
sion; and the relationships of all 
factors entering into total office 
costs. 
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The primary function of planned 
office lighting is to serve the visual 
needs of employees as they perform 
their various assignments. It also 
improves the appearance of a prop- 
erty and, in so doing, raises em- 
ployee morale and creates a favor- 
able reputation for the concern. 
Improved appearance through bet- 
ter lighting attracts tenants and 
increases the competitive value of 
rental buildings. 

Planned lighting removes the 
partial blindfolds that handicap 
thousands of office workers. Those 
interested in preventing accidental 
blindness have been driving home 
the importance of sight by fully 
blindfolding those attending their 
conferences. Pencils are lost, fingers 
burned, papers are brushed into 
utter confusion as the men and 
women at these meetings learn of 
their dependence upon the precious 
process of sight. The partial-seeing 
conditions of the typical office do 
not lend themselves to as dramatic 
a demonstration, but they result 
in a waste of employee effort and a 
loss in office productivity. 

Office tasks involve seeing, and 
light is needed for seeing. Light is 
an essential commodity. It is also 
axiomatic that different quantities 
and qualities of illumination will 
vary the cost, effectiveness, and 
value of office lighting. The deter- 
mination of these relative values 
and the establishment of rational 
recommendations are not obvious, 
but must be based upon cost anal- 
yses, field performance studies, and 
laboratory research. Reliance upon 
casual and traditional concepts of 
lighting design usually lead to in- 
adequate or actually detrimental 
seeing conditions. 
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Many luminous ceilings include sound as well cs light conditioning. For example, projecting wedges (left) contain 
sound absorbing material. The lighting units (right) provide illumination for working and also for conversation 


The ease and comfort of viewing 
an office task depends upon the 
severity of the task and the amount 
of light provided. Quantity recom- 
mendations fall into two categories 
The practices sponsored by engi- 
neering societies and code au- 
thorities contain recommendations 
which, of necessity, represent min- 
imum values. These currently 
range from 30 footcandles, for 
tasks involving casual and inter- 
mittent seeing assignments, to 50 
footcandles, for auditing, account- 
ing and drafting classifications in- 
volving critical and prolonged see- 
ing. Lighting levels planned by a 
majority of management consult- 
ants and illuminating engineers 
range up to twice those of the 
codes. Values from 50 to 100 foot- 
candles are quite frequently recom- 
mended. 

Lighting quality has a major in- 
fluence upon seeing. For conven- 
ience, it is separately analyzed in 
terms of work-view and room-view 


R. L. Oetting is 
an office lighting 
specialist in the 
Lamp Division of 
General Electric 
Company, Cleve- 
land, Ohio. He 
has been with the 
company since his 
graduation from 
Wisconsin in 
1936, and his special interest is light- 
ing in offices and public buildings. 
Well known for his literary works in the 
field, Mr. Oetting prepared a paper 
for the Centennial of Engineering in 
Chicago last month which reviews the 
lighting progress in the last century. 


comfort. Shadows across the work 
that are dense or sharply defined 
are annoying, may introduce un- 
comfortable brightness differences, 
and reduce the visibility of the 
task. Shadows can be elimi- 
nated but lightin; stems should 
be so planned tho: those that do 
occur are “soft” or luminous 

Another aspect of point-of-work 
quality concerns the manner in 
which light is reflected from the 
task. It should be remembered that 
most tasks are seen by reflected 
light. Some portions reflect less 
light than others which makes pos- 
sible the identification of letters, 
numerals, symbols and other de- 
tails. The degree of difference (and 
the areas involved) determine the 
visibility of the task. 

In many instancs, light is so re- 
flected that distinct images of the 
light sources are discernible. Task 
details are obscured and visibility 
is reduced or lost, depending upon 
the severity of the situation. This 
quality deficiency can be avoided 
only if shiny surfaces are elimi- 
nated from office supplies (includ- 
ings inks), furniture, and equip- 
ment (including trim). This fact 
should be underscored: Reflected 
glare occurs only in proportion to 
the qlossiness of surfaces used. The 
elimination of shiny surfaces would 
eliminate reflected qlare 

Certain positioning techniques 
also avoid the interference of re- 
flected glare. When work surfaces 
are raised to a slope of at least 45 
degrees reflections, if present, fall 
below the line of sight. This solu- 
tion is particularly applicable to 
drafting and other graphic arts 
rooms. Additional benefits include 
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Sears Uncovers Hidden Talents 
With Home-Study Courses 


More than 10,000 students 
have signed up for courses 
given by Sears’ Extension In- 
stitute, and the school was 
started only about 7 months 
ago. The courses of study 
have no connection with the 
company's regular training 
program, but are intended 
to uncover hidden talents 
and help employees prepare 
for greater responsibility. 
Home decorating is the most 
popular course given so far 
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By Marilyn French 


TUDENT No. 10,000 signed up 
for one of the seven home-study, 
self-improvement courses offered to 
employees by Sears Roebuck and 
Co., on August 13, barely 5 months 
after they were first announced. 
Sears Extension Institute is free to 
any of Sears’ 190,000 workers 
The purpose of the Institute is to 
give all employees an opportunity 
for self-improvement, and to give 
the company a chance to learn 
about employees who are willing 
to work to get ahead. Sears makes 
no promises, though, that taking an 
SEI coruse will be an “open sesa- 
me” to a higher income-tax bracket 
or a dream job. However, E. J 
Amundson, managing editor of SEI, 
says the program is expected to un- 


cover hidden talent that could be 
brought to light in no other way. 
As an example, the fellow in the 
parking lot might be a whiz at sell- 
ing hardware, if given a chance to 
prove it. 

SEI offers to employees, regard- 
less of their previous experience or 
education, a chance for self devel- 
opment. Salespeople can learn more 
about the merchandise they sell. 
However, these courses are not sales 
courses. They are not in any way 
connected with, nor slanted toward, 
Sears’ established training program. 
Because these courses are confined 
to facts and helpful information 
about merchandise, this knowledge 
may, in many cases, provide a 
means for increasing employee in- 


AMERICAN BUSINESS 


| 
+ 4 = 
| 
| 


come. Through SEI, ambitious em- 
ployees can prepare for greater re- 
sponsibility. Lastly, the Institute 
challenges employees to get back 
into the habit of learning, a prac- 
tice that goes on and on with the 
successful man or woman. 

Two outstanding examples of 
where home study can lead are 
Arthur Godfrey and Walter P. 
Chrysler. Both of these men give 
correspondence education a great 
deal of credit for their success. 
Though Sears naturally makes no 
promise that SEI will skyrocket 
anyone to fame and fortune, 10,000 
employees have already taken ad- 
vantage of this new training. 

SEI's first graduate was a woman 
who sells foundation garments in 
Milwaukee. Proving she knew her 
merchandise, this ambitious woman 
worked one entire week end to fin- 
ish the six-lesson corsetry course 
in record time. Sears brought the 
star student to Chicago to be feted 
and to take her final exam. She 
passed the test with flying colors. 

An astute woman from Atlanta, 
Ga., enclosed a note with her first 
test. She thanked Sears for “the 
opportunity to take this very inter- 
esting and enlightening course on 
home decorating. I know a great 
deal of money, time, and effort has 
gone into this undertaking; and for 
the valuable information and pleas- 
ure I am getting from the fine mate- 
rials you sent me, you have my sin- 
cere appreciation.” 

To put in the personal touch, 
which is sometimes missing in 
learning by mail, the course editors 
write comments on each test they 
return to students. 

SEI differs from many home- 
study institutes in other ways, too. 
Sixty-two per cent of its students 
are men and 38 per cent are women 

usually the ratio is reversed. The 
average age of its students is 34 
years, and a good many are college 
graduates who know the value of 
extra study. The high average age 
indicates that these people have 
worked long enough to find out that 
the more they learn, the better off 
they will be. 

The 10,000th enrollee, a buyer in 
Sears’ Sao Paulo store in Brazil, 
picked the very technical paints and 
painting course. Home decorating 
is the most popular course, with 
5,000 students. Other courses are 
corsetry; curtains, slipcovers, drap- 
eries, and upholstery; rugs and car- 
peting; heating and estimating; 
roofing and siding. 

The second group of courses is 
planned to include: Fabric and con- 
struction of upholstered furniture; 
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Norma Shippy (seated) finished the six-lesson corsetry course in record time and 
was SEI's first graduate. She is shown with Marge Norton, assistant course editor 


photography and equipment; fire 
arms; power tools; outfitting the 
younger child; house wiring; home 
gardening; women's apparel fab 
rics; and tableware, china, glass 
and silverware. As a test, several 
non-merchandise courses may be 
offered, too. 

Most of the current courses deal 
with merchandise. As N. H. Gilbert, 
SEI director, points out, “Sears is 
in the business of buying and selling 
merchandise. Because of this fact 
Sears’ employees are interested in 
merchandise. Therefor, it was only 
natural that courses about merchan 
dise were among the first requests 
we had.” As the program expands 
employees, department heads, and 
the personnel department will be 
free to suggest subjects. 

The present courses range from 
6 to 24 lessons. All the employee has 
to do is fill in an application blank 
and have his department manager 
certify that he is a Sears’ employee 
Then he must study the material he 
receives and return the tests on 
each section. All the student “in- 
vests” is his time—about 2 hours 
for a lesson—and the postage to 
return his tests. An employee may 
take as many courses as he wants 
but only one at a time. 

A booklet, “You and SEI,” an- 


swers most of the employees’ ques- 
tions about the setup. The rules 
are simple and lenient. Any Sears 
retail, mail-order, office, factory, or 
Allstate Insurance (a Sears’ sub- 
sidiary) employee may enroll. He 
is allowed a year to finish the 
course, although the time may be 
Continued on page 


Up to 500 tests an hour can be scored 
on this IBM electronic grading machine 
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New Ideas in Sheaffer Pen 


ffice 


Improve Customer Service 


Three of the five problems in this story concern the W. A. 
Sheaffer Pen Company, Fort Madison, lowa, and they show 
how new systems in an office improve service to customers, 
also improving relations between customer and salesman 


This is the third in a series of case 
studies which illustrate the impor- 
tance of efficient accurate service in 
the office if customers are to be 
happy. The cases are studies of actual 
problems in certain offices, with the 
solutions that were worked out to 
eliminate the trouble. 


Case No. | 


The Problem 


lo eliminate mistakes in billing 
and in typing shipping labels at 
WA. Sheaffer Pen Company, Fort 
Madison, lowa. When orders were 
received at Sheaffer, many of the 
dealers’ were difficult to 
read, and if mistakes occurred from 
confusing these names, shipments 
were likely to be sent to the wrong 
address, and a great deal of con 


names 


fusion resulted 


The Solution 


Sheaffer turned the job over 
to the Alexander Proudfoot Com- 
pany, consulting engineers from 
Chicago, and Elliott stencil- 
ing system was installed in the 
order department 

Stencil cards were made up with 
the names and addresses of the 
company’s 40,000) customers. As 
orders come in, a girl pulls the 
proper cards for the orders. Even 
though the names and addresses 
are often scrawled on the orders, 
the girl can be sure of enough in- 
formation to select the right card 
Then she prints the exact name 
and address on the order with the 
hand stencil so that there will be 
ne confusion as the order goes 
through various other sections for 
processing 


IN 


At the same time, the girl sten- 
cils a shipping label that accompa- 
nies the order on through to the 
shipping room. Therefore, there 
is virtually no chance that the ship- 
ment will go to one address while 
the bill goes to another, as some- 
times happened before the stencil- 
ing operation was installed. 

Besides providing better 
ice to customers, the stenciling pro- 
cedure also completely eliminated 
the bottleneck job of typing ship- 
ping labels. Heretofore, as many 
as three girls were kept busy typing 
these labels, but this job is now 
quickly handled in the regular sten- 
ciling operation 

As one Sheaffer spokesman said, 
the worst that can happen now is 
that both shipment and bill will 
go to the wrong place, but that 
would result in much less confusion 
than if one went to one address and 
one to another as previously hap- 
pened. There naturally little 
likelihood that both would be mis- 
sent now, for changes in names and 
addresses are kept up-to-date on 
the stenciling cards 


Case No. 2 


sery- 


The Problem 

To break the bottleneck in the 
credit department at Sheaffer Pen. 
Orders were often delayed in this 
department, since all orders were 
routed through credit, even though 
many of them received automatic 
approvals 
The Solution 

A system was devised whereby 
certain orders bypass the credit 
department. Cards in the order de- 


partment are flagged with the max- 
imum amount of credit that will 
be given to each customer, and any 
order that does not reach this max- 
imum figure does not have to be 
routed through credit. 

It has been estimated that as 
many as 35°, of the orders in a 
day bypass the credit department 
because of the new system. Ship- 
ments have been speeded up, per- 
sonnel in the credit department has 
been reduced, and the department 
has cut down on the overtime 
necessary to keep up with orders. 


Case No. 3 


The Problem 


To get bills out as soon as pos- 
sible at Sheaffer Pen and eliminate 
overtime and confusion that might 
result from delays 


The Solution 

Sheaffer's IBM tabulating ma- 
chines have solved all billing prob- 
lems, and at the same time have 
provided valuable sales information 
as by-products. 

The IBM system involves the use 
of pre-punched cards, and as orders 
come through, cards are pulled to 
fit the order. That is, cards that 
have already been punched for a 
certain discount, tax, and quantity 
of a type of product are taken from 
the big open files, and the orders 
are then automatically printed on 
the tabulating machines 

This fast and efficient billing 
system enables Sheaffer to get 
bills out on time, and there is no 
confusion in the department. At 
the same time, the punched-card 
system provides an amazing amount 
of sales information, which is pro- 
duced without a great deal of added 
effort. The sales analyses show 
records of sales by dealer, sales- 
man, product, outlet, plus other 
helpful sales data 


Case No. 4 


AMERICAN BUSINESS 
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Ilustrating Case No. |, these two pictures show how orders are checked as soon as they are received, with the stencil card 
being pulled so that the exact name and address of customer can be stenciled on order and also on shipping label 


Before Sheaffer adopted the automatic system 


NOW: After installing new credit approval system, 
© 35% of orders a day bypass the department THEN: of approval, all orders were routed to credit 


The Problem 

To improve telephone service to 
customers and to obtain more tele- 
phone orders. Under the old method 
many customers did not know 
whom to ask for when telephoning 
an order, making an inquiry, © 
entering a complaint 


The Solution: 

First: Every invoice, shipping 
ticket, and every piece of paper 
which was sent to customers was 
re-printed to include the company’s 
telephone number in large type. On 
several items such as invoice and 
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delivery receipts, the phrase If 
you inquire about this shipment ask 
for " was written 
and in the blank space a man’s 
name, or a department, or a desk 
number was written 

Another solution, previously men- 
tioned in AMERICAN BUSINESS 
seems worth repeating here. It is 
the plan used by Ivan Allen Mar- 
shall, Atlanta business and office 
supply house. In all the company’s 
advertising appears the phrase 
“Call Mr. Amco.” Calls to this 
mythical person are quickly routed 
to specially trained telephone order 


takers. Such calls were formerly 
taken by salesmen who often were 
interrupted while serving custom- 
ers 

There were times when these 
telephone calls caught them “off 
base,”’ away from price books, stock 
lists or other data necessary to take 
an order over the telephone with- 
out having to call back. The plan 
of educating customers to call for 
“Mr. Ameo” has increased tele- 
phone orders about 500 per cent 
and has improved service to every 
telephone customer, because the 


Continued on page 52 
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Tab Machines Handle 70 Jobs 


At Caterpillar Tractor 
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This beautiful new Burroughs accumulates 
individual group totals and the grand total 
simultaneously, without recapping. 


It's the perfect answer to many figuring 
problems . . . tough ones that can be speeded 
up with multiple totals, electric operation, 
automatic alternating register control 

as well as simpler ones such as totaling old 
and new balances, quantity and value, etc. 


See how this newest model in the Burroughs 
line of figuring equipment can be applied to 
many figuring and accounting problems in 
your business. Call Burroughs today. 


BURROUGHS ADDING MACHINE COMPANY 
DETROIT 32, MICHIGAN 


Burroughs 
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This tab room produces 70 reports with 9 key punches, 3 verifiers, 2 colla- 
ters, 3 sorters, 3 accounting machines, 2 reproducers, and 4 other IBM machines 


Tab Machines Handle 70 Jobs 


At Caterpillar Tractor 


ATERPILLAR 
turns Out approximately 70 in- 
termittent and routine jobs on its 


Tractor Co 


tabulating machines in its new 
Joliet, IIL, plant! 

One of the routine jobs produced 
mechanically is a payroll for 3,600 
people. Labor-distribution reports 
and productivity reports are two 
other large projects for the division 

All the reports are unusually de- 
tailed, but are not detailed beyond 
their usefulness. For example, pro- 
ductivity reports are made up daily, 
and they tell foremen at the begin- 
ning of a new shift the exact per- 
centage of each employee's effi- 
ciency for that shift on the previous 
day. The information is obtained 
from the employee's job card, and 
the percentage is computed from 
performance figures established by 
time studies 

Caterpillar’s Joliet office has gone 
to considerable effort to convert 
clerical functions from manual to 
machine operations. In addition 
worthwhile reports that some offices 
cannot produce because of the de- 
tails involved are simple mechani- 
cal tasks at Caterpillar 
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A work order is prepared for ev- 
ery job that is processed by the com- 
pany's tabulating division. Stand- 
ard times are set up for all 
jobs, and schedules are maintained, 
showing when each report should 
be put on a machine. At the end of 
the month, the efficiency of the di- 
vision can be determined from the 
work orders by comparing them 
with daily job sheets. Thus, there 
is a comparison of actual time with 
standard time, and the efficiency 
percentage is easily computed. 

From its records, the tabulating 
division figures the rental cost-per- 
hour of tabulating machine usage 
The daily job sheets show how 
many hours the machines are in op- 
eration, and those figures, together 
with the monthly rental costs, make 
it possible to arrive at hourly rental 
costs. A representative of the man- 
ufacturer from whom the tabulat- 
ing machines are leased, expressed 
surprise at the low cost figures 

The tabulating machines present- 
lv in use at Caterpillar’s Joliet of- 
fice include: 9 key punches, 3 veri- 
fiers, 2 collaters, 3 sorters, 3 ac- 
counting machines, 2 reproducers, 


Handling as many as 70 dif- 
ferent jobs on tabulating 
machines is no easy task, but 
Caterpillar Tractor Company 
makes it sound easy. Some 
of the jobs included are pay- 
roll, labor distribution re- 
ports, inspection reports, 
productivity reports, and 
others on absenteeism and 
tardiness, accidents, person- 
nel. The tab department also 
prints a machine-loading re- 
port for the factory, indicat- 
ing schedules for each ma- 
chine for the next 3 months 
— or longer if required 
by company management 


1 interpreter, 2 calculators, and 1 
facsimile posting machine. These 
machines turn out a multitude of 
reports, but the secret of the large 
volume of work is found in the com- 
pany’s careful scheduling of ma- 
chines—-putting them to the fullest 
possible use 

There seems to be almost no end 
to the variety of documents tabu- 
lated at Caterpillar. One report in- 
dicates which indirect materials 
have not been inspected. Indirect 
materials are those not directly 
connected with production in the 
plant, and they would include such 
things as desks, tables in the cafe- 
teria, chairs, file baskets, coat 
racks, and other items in the office 
The department receiving the in- 
direct materials makes the inspec- 
tion, and reports must be written of 
the inspection. There often are de- 
lays in making these inspections, 
and heretofore it was difficult to 
find out quickly which materials 
were not vet inspected 

The procedure on these inspec- 
tions now is tied in with tabulating 
machines. When receiving reports 

Continued on page 22) 
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This beautiful new Burroughs accumulates 
individual group totals and the grand total 
simultaneously, without recapping. 


It's the perfect answer to many figuring 
problems tough ones that can be speeded 
up with multiple totals, electric operation, 
automatic alternating register control . . . 
as well as simpler ones such as totaling old 
and new balances, quantity and value, etc. 


See how this newest model in the Burroughs 
line of figuring equipment can be applied to 
many figuring and accounting problems in 
your business. Call Burroughs today. 


BURROUGHS ADDING MACHINE COMPANY 
DETROIT 32, MICHIGAN 


Burroughs 
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on indirect materials come into the 
office, tab cards are coded, and the 
original reports can then move on 
for payment and filing. When in- 
spection reports for the materials 
come in, cards are also coded for 
them. The two sets of cards are 
then collated, and it is a simple me- 
chanical job of determining which 
indirect materials have not been 
inspected 

The same job of comparing re 
ceiving reports with inspection 
reports would, of course, require 
many hours of tedious labor if it 
were attempted manually. On the 
other hand, if it were neglected, 
faulty materials might not be noted 
until too late for proper adjust- 
ments to be made 

Another task that has been put 
mn tab machines is the weekly ab- 
sentee report. Department heads re- 
ceive this report, and they can spot 
at a glance the names of those 
workers who are consistently late 
or absent 

The Johet office also tabulates 
statistics and shipping 
projections. Another report han- 
dled by the department is the sta 
report. The 


personnel 


tionery disbursement 


requisition for office supplies is 
really a tab card, and when items 
are needed, the card is tilled in and 
coded These cards are used at the 
end of the month to produce a re 
port resulting in charges to the ex 


pense statements of departments 


An unusual, though 
tively unimportant, application for 
tabulating division is the internal 
telephone directory for the office 
and plant. The directory is a leath- 
er-bound, loose-leaf binder, and the 
idea is to revise those pages every 
month where three or more changes 
occur. There is a tab card for each 
individual or department listed in 
the directory, and this listing «1 
that part of the list needed is run 
off automatically 

New cards can be made for those 
individuals or departments neces- 


compara- 


sitating the change, and one of the 


sorters quickly makes the separa- 
tions required. When all the neces- 
sary listings are made, the actual 
new page is typed for reproduction 
by Multilith 

Compared to the usual way of 
printing a company directory, the 
Joliet office saves time and keeps 
its directory comparatively current 
The average printed directory is 
generally not ready until a month 
or two after it was first begun 
and two months later it may be 
of little use because of numerous 
changes 

Another application at the Joliet 
office are tabulated first aid reports 
which tvpes and fre- 
quency of injuries. With such a 
record, it is easy to spot those em 


show the 


ployees who are “accident-prone 
There is a machine-loading report 


for the factory, which indicates how 


heavily burdened each machine is 
scheduled to be for the next 3 
months. While this report natu- 
rally would change as management 
changes its production forecast, it 
could show scheduling for 6 or & 
months or longer in advance if 
management sets its production re- 
quirements for that long 

Other documents handled by the 
tabulating division include tax re- 
ports, invoice register, parts order- 
control, scrap reports, purchase- 
order follow-up, tools-and-supplies 
inventory, inventory control, prop- 
erty accounting, tool control, tool 
follow-up, and Industrial Mobiliza- 
tion Planning requirements for the 
Government 

The tabulating division, for all 
practical purposes, is divided into 
two sections: one having responsi- 
bility for handling work from the 
accounting department and one for 
production in the factory. Many of 
the jobs overlap (payroll, absentee, 
personnel statistics), but the two 
breakdowns of responsibility fa- 
cilitate the operation of the division 

Caterpillar's Joliet office was for- 
tunate in starting out with a new 
building. The huge plant and office 
structure has been occupied more 
than a year. A nucleus of personnel 
was transferred from the home of 
fice in Peoria, and it has been round- 
ed out to the current 3,600 on the 
payroll by new employees hired 
from the Joliet area 


Caterpillars new plant and office building in Joliet, Ill., helped facilitate the installation of a brand new tab division, 
which now handles about 70 different jobs. This view shows a section of the company's accounting department 
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What do your employees think of your office? 


6000 metal business 
furniture is @ 
investment 


1952 


«GF Co 


MODE-MAKER DESKS - 
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A" YOUR EMPLOYEES Happy with 
fA. their equipment and office sur- 
roundings 

If they are happy it will be re- 
flected in how they handle customers 
or clients —in person, by mail, on the 
telephone. A happy, healthy office 
employee is seldom absent from work 
and is always more productive than 
one whose morale is poor. 


As every employer knows, good 
office help isn’t easy to get —and sal- 
ary is not the only factor. Frequently 
a prospective employee chooses the 
office that is better equipped and more 
attractively decorated, ahead of the 
job that pays more. Pleasant offices. 
equipped with GF modern metal 
furniture, usually land the “cream 
of the crop” of available new help. 
Less modern offices take what's left. 


In a ten-year period any business, 


GCOODFORM ALUMINUM CHAIRS 


1902 


large or small, invests a minimum of 
$30,000 per employee in salary, floor 
space and general overhead. That is 
fixed expense. For from 1% to 2% of 
that fixed expense per employee you 
can furnish your office with the finest 
equipment the market affords. 


Modern GF metal furniture such 
as Super-Filer —the mechanized file. 
(oodform adjustable chairs, and GF 
desks, fitted to the job, are a good 
investment. They increase employee 
productivity and improve health and 
morale. By increasing the return on 
your fixed expense per employee, GE 
metal furniture pays for itself in a 
short time and provides handsome 
dividends thereafter. 


Get the facts as applied to your 
office. Call vour local GF distributor 
or write The General Fireproofing Co.. 
Dept. ajo. Youngstown Ohio 
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FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


METAL 


Foremost in Metal Business Furniture 


FILING EQUIPMENT GF STEEL SHELVING 
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Liability cases have included fire 
loss because of ‘use of automobile’ 


This is another ina series 
of articles on insurance 
by Mr. Belt, partner in 
an insurance counseling 
firm in Chicago—Belt, 
Ricker and Richardson. 
This article is chiefly con- 
cerned with the contro- 
versies which can arise 
as a result of the use of 
an automobile or truck 


How Far Does Auto 
Liability Go? 


By Tower Belt 


KETAIL furniture dealer pur 
chased liability insurance from 
one agent who in turn, represented 
two or more casualty insurance 
companies 
The liability insurance on the de- 
livery truck was placed with one 
of these companies, and the gen- 
eral liability —or Owners, Landlords 
and Tenants liability (see AMERI- 
CAN BusINess of December 1951) 
placed with another of the 
companies 


Was 


Furniture was sold to the occu 
pant of a second floor dwelling unit 
and in making the delivery, it was 
necessary to use the alley and enter 
the premises through the rear 
and A gate was re- 
moved from the hinges and leaned 
against the fence during the course 
of unloading. During this interim, 
the gate fell and seriously injured 
a woman who was supervising the 
activities of children in the yard 

The injured party filed a claim 
and then sued the furniture dealer 

The company that provided the 
insurance under the O. L. & T. 
form took the position that the li- 
ability coverage was within the 
automobile liability contract. On 
the other hand, the automobile 
underwriter felt that the coverage 
was not within their policy. 

Automobile liability policies gen- 
erally apply to accidents arising 
out of the ownership, maintenance, 
or use of the automobile. The use of 
the automobile includes the loading 
and unloading thereof. 

It is obvious that the meaning of 
the term “loading and unloading” 
can become highly controversial, 
and as the size of the claim involved 
increases, the more likely the con- 
troversy. 

In our furniture case, the courts 
decided that the cover was within 
the O. L. & T. coverage and not 
the automobile liability coverage. 

When a dealer in fuel oils made a 
delivery to a small factory, it 
was necessary to use a five gallon 
can and a funnel to transfer the 
fuel oil from the truck to the stor- 


Stairs door. 


age tank in the building. The em- 
ployee was careless to the extent 
that he allowed the storage tank 
to overflow and a fire originated 
therefrom, causing damage in ex- 
cess of $5,000. 

The courts decided that this was 
within the unloading feature of the 
automobile policy, and held that 
company responsible for defending 
the suit and paying the loss. 

It was necessary for a truck de- 
livering sand and gravel to cross 
a much-used sidewalk frequently, 
and in crossing the sidewalk, a cer- 
tain amount of the gravel and sand 
was deposited on the sidewalk. A 
woman slipped on the gravel and 
was injured; the owner of the truck 
was held liable. The court decided 
that this was not within the cover 
afforded by the automobile policy, 
but rather it was within the gen- 
eral liability protection. 

A firm engaged in the rock-wool 
insulation of dwellings maintained 
a sizable trailer for transporting 
the material, and in turn there was 
a blower that forced the granulated 
rock wool through a hose to the 
building. An injury occurred as the 
result of tripping over the hose 
across the sidewalk. 

The court decided that this was 
“unloading,” and therefore 
within the automobile liability con- 
tract. 

The enumeration of these prob- 
lems might appear to be only the 
concern of those in the insurance 
business. Unfortunately, this is not 
the case. 

In a great many of these cases, 
and the hundreds of others that 
arise, the policyholder is faced with 
the problem of either persuading 
one of the companies to temporari- 
ly assume the responsibility of de- 
fense, or in the event that this is 
not accomplished, he must provide 
his own defense. After the re- 
sults of the litigation are deter- 
mined, he, in turn, must sue one or 
more of the companies he considers 
to have provided the insurance, and 

(Continued on page 26) 
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Faster, Easier Filing in 


space 


Kick a Sue 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks” open to make its entire contents instantly 
accessible. More than that, Rock-a-File actually 
requires less floor space than old-fashioned drawer- = E  4-comportment and 
type files! | | 

Rock-a-File compartments project less than eight 
inches when open, “‘rock’’ open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- A 2-comportment Rock. 
practical locations become ideal filing space with o-File in private office vse, Qf 

And Rock-a-File is safe, too... gravity center ivst swing nace vapor 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- Se For information, address Dept. A 


tive fclder and name of nearest dealer 


today ... learn how Rock-a-File can ROCKWELL- BARNES COMPANY 


save filing time, costs and space in 35 East Wacker Dri Be: Chi om. 


your business. 
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“NEW *10.95 ADDRESSER 
SAVES 18 HOURS SHIPPING 


LABOR PER DAY — 
SERVICES OF FULL-TIME TYPIST!” 


\ mar 
f ne re * Before 
Heyer Portable Addressers, 


i i ed 


The Heyer Portable Addresser 
solved the problem 


YOU CAN MATCH THESE SAVINGS 
IN YOUR OWN SHIPPING ROOM! 


The Hever Portable Addresser 


he 


ear: 
Addre 


The Hever Portable 


‘ 


addresses 


HERE'S THE SOLUTION TO YOUR 
ADDRESSING AND LABELING PROBLEM! 


For further information, write 


THE CORPORATION 


18460 South Kostner Avenve 
Chicago 23, timois 


Complete statement 
Fine Duphcoting Equipment 


Since 1903 


on request 
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he will undoubtedly win from 
of them 

This is a time consuming pro 
cedure, and serves to place upon 
prob- 
lems that should have been handled 


the manayer of the business 


by the insurance underwriters 
illustration of the advis 
ability of all of the liability insur 


ti 
It is ar 


ance being placed with the same 


inderwritet In that ci there 
an be no question but tl the 
claim is within one or other 

the policies and the policyholder 


then not involved. The under 


of the coverage th 
had purchased 
f the unusual situations 
our attention involved 
A delivery was being 
igh a back vard where ; 
was chained to a stake 
truck frightened the goat and 
he chain ar 


inflicting seriou 


nm lunging, he broke 
hit an elderly lads 
injuries. At the time we heard of 
the case, the general liability and 
the automobile liability under-writ 
insisting that the 
ther should handle the claim: we 
never knew the final outcome 

It also illustrates the point that 


el were each 


a prudent businessman will no 
place individual liability 
with his friends, but 
will place all of his liability in- 
surance with one agent or broker 


police 


respective 


and, in turn, will insist that they 
use one Insurance Companys 
A number of 


might prove of interest to those ir 


other accidents 
the different business classifications 
A fabricator of 


had delivered 


structural steel 
girders, and at 
the time of the accident they were 
partly within the building area but 
& portion extended over the side 
walk. At this 
truck Was on the 
the street. It was decided that the 


time, the delive 


Opposite side of 


injury resulting from a fall over the 
extended girders was still) withir 
the unloading feature of the auto 
mobile policy 

A milkman used an apartment 
house elevator for the purpose of 
early deliveries 
on the various floors. In the act of 
operating the elevator, he was re- 
sponsible for injuries to a tenant 
The court in that case decided that 
this was not a part of the unload- 
ing of the truck 

This elevator case serves to illus- 
trate another important point 

Let us assume that the dairy oc- 
cupied a one story building, and 
therefore had no elevators on their 


making 


morning 


premises. It would 
simple matter for 
overlooked the 


been a 
them to have 
possibility of an 
elevator exposure, and if such had 
been true, they would have been 
without insurance protection fol- 
lowing this decision 

Ice dropped from a delivery truck 
caused a pedestrian to be later in- 
jured in a fall. This was held not 
to be within the automobile liability 
policy. As a matter of fact, a fur- 
ther question could have arisen be 


nave 


tween this being a portion of the 
operations” or of the “completed 
operations” (products) cover 
the other hand, oil leaking 
! 4crank case caused a pedes 
trian to slip and be injured. The 
court decided that this was within 
the operation or use coverage of the 
bile policy 

When a truck slipped into a ditch 
it Was necessary to use some poles 
to extricate the truck from the soft 
earth. These poles were left at the 
scene and were responsible for some 


‘his was held to be with- 


autome 


injuries 
n the operation coverage of the 
automobile policy 

Some building blocks were left on 
a sidewalk and were the proximate 
cause of injury to a pedestrian. It 
was decided that this was within 
the automobile coverage 

Not all of the complications 
arise between the automobile and 
other kinds of liability insurance 

One of these complications de 
veloped from hospital interne 
loading a patient on an elevator 
The question arose as to whether 
the resulting injury was within the 
malpractice cover applying to the 
interne or the elevator liability in- 
surance 

An injury resulted from the use 
of a stretcher away from the hos 
pital premises and also away fron 
the ambulance. It was held that 
this was not within the automobile 
protection 

A policy applying to a beauty 
shop protected the operator on a 
basis. drainboard 
from hinges, fell 
head and the 

npanies raised a question as to 
the application of the general lia- 
bility policy or the malpractice por- 
tion of the cover 

A retail store had an entrance 
from the alley to the freight eleva- 
tor. A third person was injured in 
the process of unloading the truck 
directly onto the elevator. Was the 
cover under the elevator, the auto- 
mobile, or general liability insur- 
ance? Each cover was with a sep- 
arate underwriter and they finally 
arbitrated the question 


malpractice 
which operated 
the customer's 
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at the GLENN MARTIN COMPANY... papenwork start fos 


cecond Glenn L. Martin Com 
ear a receive contract to design ind build 
it's the REMINGTON ] it Prepar ng ill thi papel may well 


pared to the ictual building of the 


standardization, quality, accuracy 


—_ nif mity and interchan reability are all of 
unt importance That's why vou will 
ind Remington I lectri-conomy type writers 


work throughout the Martin plant m 


typewriter for their 


production hand 


CORRESPONDENCE ome, uniform typescript 16 or more crys 


SPECIFICATIONS BLUEPRINTS tal clear carbon copies at one typing 
clean sten Is and anew high mn 


PARTS LISTS it tase of operation just i few of 
Plu Value to be experienced 

MATERIAL REVIEW REPORTS 
QUALITY CONTROL LOGS Send tor PRET Booklet TAKE A LETTER 
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DATA SUMMARIES 
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Oue- Writing System 
Milway Cuts Cost with Forms 


OMBINING two sets of forms 
Into one seven-part, one-time 
carbon form saved considerable 
writing time, eliminated delays, and 
minimized chances for errors at the 
ottices of Milway Inc., Milwaukee 
wholesale distributors of house- 
wares, furniture, sporting goods 
and toys 

Milway has built up a large vol- 
ume of business serving dealers 
throughout the United States by 
mail order, relaying a customer's 
order to a factory for direct ship- 
ment from the factory. In the past, 
it was necessary to write a pur- 
chase order, mail it to the fac- 
tory, then write an invoice for Mil- 
way's customer covering the mer- 
chandise ordered for direct-from- 
factory shipment 

With a combination of the two 
forms, Milway now writes the pur- 
chase order to the factory, and an 
invoice at the same time. Both the 
purchase order and the invoice are 
mailed in window envelopes, elimi- 
nating the necessity for addressing 
envelopes. Included in the form is a 
label, written at the same time as 
the purchase order-invoice combi- 
nation is written. This eliminates 
the hazard of copying errors when 
a label is written in a separate 
operation 
28 


PARTS 


As shown in the chart on this 
page, the first four parts of the 
form comprise the factory purchase 
order, First copy, or the original, 
is the actual purchase order, the top 
of which is perforated to form the 
shipping label. At the right of the 
top section appear instructions to 
the factory for shipment direct to 
the customer. 

Part two is the accounting copy 
retained by Milway. Part three is 
the file copy, and part four is the 
acknowledgement to the customer 

Part five is the invoice to the 
customer. By means of cut-out car- 
bons, prices on the purchase order 
are not reproduced on the invoice. 
The same space is utilized for 
writing the price to the customer 
on the invoice. Part six is the du- 
plicate invoice for the customer, 
and part seven is the accounting 
copy for Milway 

When the customer's order is 
received, the order clerk at Milway 
prepares the purchase order and 
invoice. The purchase order is 
mailed to the factory, and the other 
copies properly distributed, includ- 
ing mailing of the acknowledge- 
ment copy to the customer 

The invoice section, or the final 
three parts of the Speediset form, is 
detached and held in a suspense file 


PARTE 


until shipment. When shipment has 
been made, extensions are com- 
pleted and the invoice mailed t 
the customer 

The lower section of part four is 
perforated for tearing off. This 
lower section is a printed trace: 
for following up delayed shipments 

Five specific advantages accrue 
to the company from the use of this 
form 

1. Combining purchase and _ in- 
voice form in one set of papers 
eliminates a separate typing of the 
same information. 

2. Form design permits mailing 
of all necessary parts, either to the 
supplier or the customer in window 
envelopes 

3. Label for shipment to the cus- 
tomer is produced as a by-product 
of writing the customer's name 

4. The same serial numbers are 
used for the purchase form as well 
as the customer's invoice. This sim- 
plifies identification in the event of 
correspondence, and identifies the 
shipment in the customer's receiv- 
ing room. 

5. Design of the form, including 
strip carbon and cut-out carbon 
eliminates copying of typed infor- 
mation or entries which are not 
wanted to show on certain parts 
as customer's acknowledgment 
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CUT THE COST PAPERWORK 


and get more done_ by making 


DIRECT COPIES WITH OZALID! 


The amazing Desk-Top OZAMATIC makes low-cost, 
7 high-quality direct copies 
of letters, reports, invoices 
and records! 


NO RETYPING! NO PROOFREADING! 
NO COSTLY “HUMAN ERRORS”! 


OZALID CUTS COSTS AND SPEEDS 
UP WORK IN COUNTLESS ACCOUNTING OPERATIONS! 


HE entirely self - contained | 


OZAMATIC brings you a low-cost ’ 
A Broadcasting Company iscs A Hospital uses Ovzalid to mak 


high-speed method of making clear 


copies of anything typed, written one clerk for three hours to prepare new patients records immediatel | 
printed or drawn on ordinary translu bills that took two clerks 28 hours available to receptionist and insur 
cent paper’ No darkroom, no stencils before installing Ozalid! ance companies! 


no messy inks are required! 


A Life Insurance Company fin./s 
Any girl in your office can learn to - Pony an A Wholesale Hardware Firm 


operate the OZAMATIC itn tive min that Ozalid speeds up the issuance now finds that one girl can process 


nol 
of new policies > 1,000 bills a day — nine umes as 


utes. You get your first copy in seconds 
clean and dry—or 1,000 letter-size 


many aS before installing Ovzalid 


An Insurance Company saves 


58 by submitting Ozalid copies 


copies per hour, at 1! 2¢ each! 


The OZAMATIC makes low-cost 
of handwritten workmens com 
high-quality copies up to 16 inches pensat anticipation” discounts by usit 
} sensation eports to State in 
wide and any desired length. Opaqu Oualid fey bills the same de 
surance departments 


A Department Store earns special 


originals require a simple intermediate ” 
rhandise 1s received 


step. Larger Ozalid machines mak 
I A Container Manufacturer now 


yrepares unting yrds in 1/6 
prepares accounting records in | rT 


wider copies, and have greater capacity 


Write for full details, or call the 


the time with Ovalid! 
Ozalid distributor listed under Dupli § Zap 
ating Equipment and Supplies in the ABs = 
lassitied section of your phone book ty Film ¢ 
f 
/ “Our You Send , / 
Name CAMA 
OZALID. 
Sir 
COSTS ...USE 


Johnson City, N.Y. A Division of General Aniline & Film Corporation 
“From Research to Reality” 7 
Ltd, Montreal 


Orzalid in Canada — Hughes Owens Co., 
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There are two separate belts on this rotary filing device, with 60 plastic boards attached to the top one and 66 
to the bottom The belts are electrically started and stopped by toggle switches in front of the 14 agents 


Air Line Agents Answer Calls Faster 
With Lazy Susan Filing Device 


Hk Motorack a mechanized Fourteen reservation agents sit tile arrives in front of him, he halts 

lazy susan that brings files to around the Motorack, answering the belt, removes the card chart 
clerks instead of clerks going to phone calls. They have three toggle for Flight 628, and writes the pas- 
files, has accounted for increases switches at hand to control the senger’s name and other data on it 
of up to 50 per cent in the efficiency belts. One switch moves the top This takes only a few seconds, in 
of United Air Lines reservations belt right or left, the other moves contrast with less efficient methods 
agents handling customer phone the lower belt right or left, and the previously used 
calls, according to Bo Bo Gragg third halts either belt at will What happens when an agent 
director of sales Agents are equipped with telephone halts a belt? Do others sit idle 

The new device consists of two headsets. A modulated signal in awaiting their turn? As it actually 
belts suspended horizontally, one the earpiece, audible only to the works out, agents grow so adept 
above the other, driven by electric wearer, informs them of incoming in Motorack operations that they 
motors. Sixty rectangular plastic calls can pluck any particular chart 
schedule boards are attached to the Suppose a prospective traveler from a file as the belt spins past 
upper belt, 66 to the lower There calls United's reservations office in carrying a different file to another 
is a file for each consecutive day Denver and requests space on Flight agent 
of the month and each holds 13 628 to New York on October 27 What happens when two agents 
eard charts on which reservations The agent receiving the call pushes want the same file at the same 
are recorded. Card charts bear a toggle switch, and the belt on time? Mathematical probabilities 
flight numbers of planes departing which the October 27 file is at- make this a minor consideration 
on that day tached hegins to move. When the Continued on page 34 
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Only Edison makes it! 


Q 


All you have on your desk is the small. simple TELEVOICE 


phone of familiar design. Just pick it up—and dictatet... 


TELEVOICE is Edison's new, unique, fast method every 


one likes and everyone's talking about. TELEVOICE gives 


you economy —three, SIX, EWernty ine \pensive phone s 


ina dictating network. And TELEVOICE ZIVes you service 


immediate, direct, un 


such as you've never had before 


thanks to Edison's pat 


interrupted, always available 


ented circuits. Nothing equals it for e-a-s-e of use— for 


The Televoice System 
Read this eye-opening booklet! Shows how Trerevoice 


gets faster action—with greater ease—at lower cost. No 


obligation—just send the coupon, filled in or Clipped to 
your letterhead. Or phone your local THomas A. Epison 


representative for demonstration, 


October 1952 


It's so downright e-a-s-y to use! 


EDISON TELEVOICEWRITER 


getting your work out faster—for low, low cost. The 
trend is to TELEVOICE, the new fashioned way! 

More than a thousand users a month are turning to TELEVOIcE! 
(Names you know include divisions of GENE RAL ELECTRIC, Esso 
STANDARD OIL, UNITED STATES RUBBER, PROX TER & GAMBLE, 
BORDEN 8, ILLINOIS CENTRAL, MASSACHUSETTS MI TUAL LIFE— 
and youll find it se rving small and medium-sized offices from 
coast to coast.) They're enjoying mew-fashioned dictation atan 
average cost of S141 per dictator served! Take a moment to get the 
whole story of TELEVOUE 


is A. Edison. I Ediphone D 

11 Lakeside Ave.. West Orange. N 
Okay—send me a LINE ON TRKLEVOICE 
Name 
rit! 

Ce pa 
Address 


City _ Zone State 


D 
YST EM OF 
PHONE S =a / % 
ig EDISON TELE ~ 
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Heunouncing au Aamerican Business’ 


THIS NEW PLAN follows, with 
modifications, the executive self 
development plan (American 
Business Forums) used by more 
than 500 companies, Which Dart 
nell discontinued because of the 
war. It has a fourfold purpose: 


1. The potential value of any manage 
nent man--especially a junior ex 
ecutive depends upon WHAT he 
THINKS about This program 
vuides his thinking into channels 
of greatest value to him and the 
company the creation and safe 
guarding of profits 


Younger executives are usually im 
patient to get ahead. But they don’t 
tiways know how. This) program 

ikes it clear that advancement 
and compensation are geared to 
the contribution a man makes to 
the profits and growth of the 


Husiness 


Men on the way up can profitably 
concern themselves with 
elimination, method short-cuts, im 
proved customer relations, and the 
control of “run of the mill” ex 
penses. Interest in economy of 
operation remains with them and 
influences their thinking through 
out their business careers 


waste 


. Business suffers because too many 
executives tend to 
cialists. They fail to appreciate the 
interrelationship of all depart 
ments of a business. This plan over 
comes that danger, by priming 
their interest in all operations af 
fecting profits and growth 


become Spe 


This program is intended to 
round out and supplement (not 
to supersede) the executive de- 
velopment plan a company has 
in operation. Or it can be ex 
panded into a complete man 
agement development plan, if 
desired. It aims to help an ex- 
ecutive or supervisor to THINK 
clearly and to convey his 
thoughts to others completely 
and convincingly 
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STEP No. 1 


Executive Development 
Bulletins 


When a man realizes that his ad- 
vancement depends upon the 
contribution he is able to make 
to the PROFITS of the business 
and that “every sack must stand 
on its own bottom,” he begins to 
grow and become valuable. There 
are six facets to this problem, 
so the first step is to spell out in 
bulletins the six ways a man in 
management can get ahead: 


. THE DEVELOPMENT OF MAN 
AGEMENT SKILLS—How a man 
on the way up can get into the 
“line of promotion” by finding bet 
ter ways to do things—A reading 
program for executives. 


2. THE ORIGIN AND CONTROL OF 
PROFITS—-The sources of profits 
in business and how they are af 
fected by economies in the plant, 
office, and sales department. 


3. GETTING RID OF WASTE AND 
LOST MOTION—Examples of sav 
ings that can be made by finding 
and fixing “leaking faucets” 
Tables showing the high cost of 
waste. 


. ERRORS AND MISTAKES THAT 
LOSE CUSTOMERS—A bulletin 
designed to make every executive 
customer-relations-minded, Practi 
cal ways to cope with carelessness 
and indifference 


. MAKING MORE FRIENDS FOR 
THE BUSINESS—The public-rela 
tions angle—Importance of friendly 
letters and other forms of com 
munications—An approach to bet 
ter press and community relations. 


. WORKING WITH OTHERS ON 
THE TEAM—tThe captain-of-in 
dustry type of operation is making 
way for the conference age, when 
all men in management must un 
derstand each other's problems and 
work together for the good of the 
business 


STEP No. 2 


Expense Control Chart 


Merely telling a man how he can 
get ahead is not enough. He must 
be shown how. That is the pur- 
pose of this large by 
feet) Expense Control Chart. It 
points out 189 business opera- 
tions affording opportunities to 
cut expenses and speed the 
growth of the business. 


A copy of this chart—to hang 
on the wall or place under the 
glass top of a desk as a reminder 
to watch expenses—goes to each 
participant with the six basic 
Management Development Bulle- 
tins listed above. THERE IS NO 
CHARGE FOR THE CHART 
OR THE BULLETINS. They are 
a plus service to participating 
“American Business” subscrib- 


ers and are NOT for sale. 


STEP No. 3 


Retter Office Serve to Win and Hold Customers 


Cost-Cutting Ideas 


An executive, like a fine watch, 
runs down unless wound. You 
have now shown your man how 
to get ahead. You have provided 
him with a “blueprint” for ac- 
tion. The next step is to get him 
to ACT. Remind him how other 
executives in other companies 
are improving their way of doing 
things, saving time and money 
for their companies, increasing 
profits, and winning leadership 
in their industry. 

So each month he will receive at 
his home the current issue of 
AMERICAN BUSINESS, the 
Dartnell magazine of better 
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management. Each issue con- 
tains 64 pages packed with ideas 
which saved others thousands 
of dollars. In addition to these 
factual reports, there are fea- 
ture articles aimed at keeping 
alive an executive's interest in 
profit conservation. 
If you prefer, the magazine can 
be mailed to the offices of partici- 
pants in this plan, although it is 
better to send it to their homes. 


Typical Articles 


Training Executives to Train Successors 
New System Speeds Payroll Handling 
How to Conduct a Meeting 

Control! System Doubles Stock Turnover 
What It Vokes to Win Employee Enshusiasm 
The Knack of Giving Instructions 

How 60 Companies Handle Vacations 
What to Put in and Leave Out of an Office 
Manuva! 


STEP No. 4 


Discussion Group Materials 
(Optional) 


If it seems desirable, give those 
who show interest a chance to 
get together once a month to 
discuss problems relating to the 
profits and growth of the busi- 
ness. Dartnell provides, again 
without any extra cost, to groups 
of subscribers a discussion 
leader’s manual and 12 leader’s 
guides for conducting the meet- 
ings shown below; also master 
copies of charts and forms to 
pass out at each meeting: 

1. The Job of the Business Leader. 
2. Qualifications of a Modern Busi- 

ness Executive. 

3. Know Your Company. 
4. Problems in Delegating Work. 
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Development Program 


5. Difficulties and Methods of Giving 11. Interdepartmental Messages 
Instructions 12. Problems and Procedures in Train 
6. Controlling Carelessness and Ir ing Employees 
7. Organiz ing the Time Element in This series of meetings follows 
Ww 
ork - the original American Business 
8. Overcoming Time-Wasting Habits “aa 
ae Forums program, used with good 
9. Late Starters and Early Stoppers . Its | ‘ 
results by many companies in 


munications various lines of business. 


How the Program Works 


The plan, as developed by Dartnell and tested in the field before 
offering it to our AMERICAN BUSINESS subscribers, is self- 
administered, All material needed for “whetting” the partici- 
pant’s interest in profit conservation and motivating him to act 
is provided. Any intelligent executive can lead the discussions. 
If there are more than 5 in the group, Dartnell provides the 
leader’s outline for 12 meetings and working materials (charts, 
forms, etc.) to be used at the meetings. 


The only cost is 5 subscriptions to the AMERICAN BUSINESS 
magazine, which is $5 for each subscription—the regular price. 
Each issue will be mailed to each participant at his (or her) 
home direct from Chicago, The plan provides: 

1. At the outset each participant receives a folder enabling him to rate 
himself as an executive, together with six 4-page Management De 
velopment Bulletins. (These are loose and may be mailed out from the 
office with a covering letter if desired.) (Step No. 1.) 


At the same time each participant also receives the large (2 by 3'4 
feet) Expense Control Chart showing 189 operations offering opportuni 
ties for cutting expenses. (Step No. 2.) 

3. Once a month for 15 months he receives at his home a copy of our 64 
page monthly magazine AMERICAN BUSINESS which carries newsy 
reports of how other companies are cutting expenses. (Step No. 3.) 


=~ 


1. If you enter 5 or more men, who would like to get together occasionally 
to discuss problems relating to the success of the business, in the plan, 
we will also send to whomever you name a complete set of discussion 
guides and work papers for 12 group meetings. Skipping meetings July, 

August, and December, this gives a 15-month Management Development 

Program, tied into Steps No. 1, 2, and 3 


USE THIS COUPON TODAY 


AMERICAN BUSINESS MAGAZINE 
1660 Ravenswood Ave., Chicago 40, Ill. 


We wish to register of our management men for your Man 
agement Development Program in accordance with your announcement. 
Our only cost is to be $5 for each magazine subscription to go to our men 
at their homes for 15 months. Their names and home addresses are 
attached Bill the company Check enclosed 

Check if you are entering 5 or more executives 

in the plan and also wish the discussion leader's 

guides and working materials for 12 group meetings 


Name Position 
Company 
Address 
City Zone State 


(Add $1.25 for mubscriptions outside the U.S. A. or Canada) 
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DASHastripper 


Greatest development in 50 years 
to aid the addressograph operator 
is READY NOW! 


NO CUT FINGERS! 
NO BROKEN 
FINGERNAILS! 
NO DIRTY HANDS! 
EASY TO OPERATE! 


A WEW OGM PRODUCT 


NEW ADDRESS PLATES 


Millions now in use. 
Available in colors. 
Dealer inquiries invited. 


Postpaid anvehere in the United States 


Order one today for 
every person in your ad 
dressugraph department 


ORDER NOW from 
NOT Newth 
fos te 


Air Line Agents Answer 


Calls Faster 


In an arrangement of 126. files 
covering 63 days, the odds against 
simultaneous need for the same file 
by two agents are better than 4,000 
to 1. When it occurs, one agent 
yields to the other and waits sev- 
eral seconds for his turn 

Motorack files permit diverse 
arrangement. They are easily modi- 
fied to conform with the varying 
number of Mainliner flights at dif- 
ferent cities on United's 13,250-mile 
system 

Two Motoracks, for example, 
would be practical at a city which 
has 24 westbound and 26 east- 
bound departures scheduled daily 
In this case, the top belts of each 
Motorack might be used for west- 
bound trips, the lower belts for 
eastbound. Two files, containing a 
total of 26 card charts, would be 


allotted for each day's westbound 
trips, two for each day's eastbound 
trips. Filing space thus would be 
available for 60 upcoming days of 
westbound reservations and 66 days 
eastbound 

Motoracks are installed a 
United's reservations offices in Van- 
couver, B. C., Portland, Seattle, 
Salt Lake City, Denver, Omaha 
Detroit, Cleveland, Toledo, Phila- 
delphia, and Boston. The devices 
were expressly developed for the 
company's medium-sized reserva- 
tions office. Different methods are 
used in handling the heavy volume 
of space requests at New York 
Chicago and other chief terminals 

Under license from United, Mo- 
toracks are being manufactured for 
general sale by the Sky Service 
Company of Millbrae, Calif 


Mechanical Messenger at Cudahy 
Cuts Delivery Time 


Cudahy Brothers Co. of Cudahy, 
Wisconsin, has adopted a new mes- 
senger a dial-operated, pneumati 
tube system that cuts hours from 
the time normally required to han- 
dle interoflice paper distribution 

The new aid a fully automat 
pneumatic tube system developed 
by Mix & Genest, a subsidiary of the 
International Telephone and Tele- 
graph Corporation. is being used 
to dispatch sales orders, mail, and 
administrative information between 
the main office building and other 
parts of the huge meat-packing 
plant. Equipment for the unit was 
supplied and installed by Interna- 
tional Standard Trading Corpora- 
tion, an IT&T associate, in cooper- 
ation with Airmatic Systems, Inc 

The Cudahy Co. is the first in the 
meat packing industry to utilize this 
unique interoflice communication 

ethod. Unlike conventional pneu 
natic tube systems, it is both auto- 

atic and selective. The need for a 
central dispatcher, to shunt incom- 

carriers into another tube for 


redispatching to the designated sta- 
tion, is completely eliminated. Each 
carrier has two contact rings at one 
end with numbers from zero to nine 
The sender merely dials the station 
he wants by setting these rings to 
the desired number. By the use of 
relay and switching equipment sim- 
ilar to that used in dial telephony 
the carrier is automatically sped 
to its proper destination. En route, 
electric fingers pick up the dialed 
impulse and flash it to the central 
station. Here the relay panel or 
‘brain” of the system reads the sig- 
nal, actuates appropriate switches 
and immediately sends the carrie: 
on its way to the correct outgoing 
line and station 

Since the system has been in- 
stalled, Company officials have not- 
ed a substantial improvement in the 
handling of interoffice communica- 
tions. Under normal operating con- 
ditions, it formerly took several 
hours to secure confirmation of a 
sales order by messenger—it now 
takes a matter of minutes 
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What, sir? It won't cost 
us anything to redesign our 
out-of-date forms? 


BOSS: Nota cent.We'll 


send for the Hammermill 


Form Designing Packet. 
Itcontains everything we 
need to do the job right! 


compact ...free. Contains six tool 
that are exactly mght. They are 


Send for it now! It’s complete 
to help you design office forms 


out and design 


1. Form Designing Kit. Complete material for easy lay 
of printed forms, with accurately spaced layout sheets 


2. How to Design a Business Form. Idea-book with 26-poit check list 


3. Hammermill Form Layout Rule. Six inches long. Carnes standard 
inch, printer's pica, plus elite and pica typewriter scales, 


4. Hammermill Ledger Sample Book. Enables you to choose the 


night color and weight for accounting department forms 


5. Hammermill Bond Sample Book. Shows current items in this famous 
you select the mght paper for general office forms. 


line; helps y 
6. Hammermil!l Manual of Paper Information. Conveniently indexed 
Leets all Hammermill papers being made today. 


Fae hy You can obtain business printing on Hammermill papers wherever you see this siveld 
wT) on a printer's window. Let it be your guide to printing satisfaction. 


raper Cor 


H ammermill F 
1467 East Lake Road, 


send me—FREE—the 
2SIGNING PACKET 


HAMMERMILL FORM DE 


— 
* —— 
YOU can save money and time with this FREE Form Designing Packet | | 
Ly 
sens 
MADE THE MAKERS OF 
October 1952 35 


aluminum 
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Quality Is Not Enough 


To just provide the dealer 
with a good product is not 
enough. The manufacturer 
must also have a favorable 
dealer policy and a program 
for helping the dealer to sell 


his goods 


FINE-REST has 
and a policy of protecting 


the quality 


the dealer. Furthermore, 
F'NC-REST is now embarking 
on an extensive program of 
startling dealer's aids 


Why not feature the best— 
why not feature FINE-REST? 


information on 


FINE-8EST 


Write 
available 


for 
fran 


chises 
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on page 


ism during the winter months 

Another recommendation; 
on “‘How to Talk Business to Win,”’ 
begins on page 12 


Next Month 


Bell and Howell's 
Work Simplification 
Program 


For Discussion in November 
Many company management groups find it profitable to use AMERICAN 
BUSINESS articles for meeting discussions 

For discussion in November we suggest a careful study of the report 
It tells how many companies 
attack the problem of controlling absentee 


the report 
which 


How 6 Employees Do Work of 20 
In Accounting Office 
By John W. Bergman 


Mississippi Chemical Corp 
Miss 


Comptroller 
Yazoo City 


XTENSIVE mechanization of 
billing, general accounting, cost 

finding, and sales, inventory and 
other controls-—even to the point of 
maintaining ledger cards in a ‘ro- 
bot’ selector—is speeding results 
and cutting costs for Mississippi 
Chemical Corp. And in so doing, it 
is answering the problem of meet- 
ing mounting paperwork require- 
ments in the face of higher costs 
and fewer available office workers 

Instead of the 20 or more book- 
keepers and billing and statistical 
clerks that our control procedures 
would normally require, 6 people 
and an electrical hook-up of ac- 
counting machines with punched- 
card keyboards handle the control 
record program. Here are a few of 
the outstanding features of these 
push-button methods: 

1. Any one of more than 10,000 
stockholder customers can at any 
time, have the exact figures on his 
farm supplies apportionment or 
purchases to date—in a matter of 
seconds 

2. The automatic mechanisms of 
three Robot-Kardex desk-and-file 
combinations enable a Mississsippi 
Chemical executive or clerk to have 
before him, within a few seconds, 


any one or several of 12,000 differ- 
ent records 

3. On 30 minutes notice, the cor- 
poration’s accountants can furnish 
a full statement on this multi- 
million-dollar operation—-complete- 
ly current to the moment of the 
request for information. 

4. Accounting machine operators 
simultaneously actuate punched- 
card keyboards without leaving 
their machines or in any way slow- 
ing down their billing and posting 
operations 

5. The by-products of this syn- 
chronized operation provide, among 
other things, the material for me- 
chanically arranged and compiled 
cost breakdowns by: (a) 5 major 
groups, and (b) as many as 17 sub- 
classifications in each group 

6. With a third the volume of 
record-keeping work formerly re- 
quired, we now have full inventory 
control, with stocks reduced to uni- 
formly low, but adequate, levels 

Like a growing number of Amer- 
ican chemical, electronic, plastic. 
and other industries, Mississippi 
Chemical Corp. was born big and 
is growing bigger. It started with 
an $8,850,000 ammonium nitrate 
and anhydrous ammonia plant and 
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+ plan to cut clerical costs must stop the 


wastes and losses the Paperwork Pirate typifies. 
In the office, as well as in the factory, productivity 
standards must be based on a combination of man- 


power and machines. 


Addressograph and Multigraph machines provide 
scores of opportunities to counter rising paperwork 
costs in every size and type of business operation. 
The methods they make possible can be adapted to 


existing systems and procedures in all departments. 


Addressograph and Multigraph machines —alone, 


together, or in conjunction with other business 
machines —mechanize a surprising variety of paper- 
work operations. They find profitable use wherever 
repetitive writing and accounting have to be done — 


wherever copies are needed. 


Yes! You really will be doing something about 
reducing clerical costs when you decide on Addresso- 
graph and Multigraph paperwork modernization 
in your business. Get the facts about Simplified 
Business Methods, without cost or obligation, from 
Addressograph-Multigraph Corporation, Cleveland 


17. Ohio. 


© 


Addressagraph-Multigraph 


Production Machines for Business Records 


SERVING SMALL BUSINESS — BIG BUSINESS ~ EVERY BUSINESS 
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BE LL AIRCRAFT CORPORATION 
MAKES OFFSET PAPER MASTERS 


sy XEROGRAPHY 


Saves Time and Money - Speeds Paper Work 


Offset paper masters of engineering 
drawings, data, specification sheets, 
office forms, memos, etc., are made by 
serography in less than three minutes 
Multiple copies are then run off on 
Multilith Duplicators 


offers the quickest and most economi 


This combination 


cal duplicating method resulting in 


savings of approximately 33'/3°% com 
pared with former method of using 
metal plates 

Because it is a dry, direct positive 
copying process requiring no inter 
mediate negative, serography elimi 
nates the need for a darkroom, plumb 
ing, water, chemicals, and other bulky 
and costly equipment. No fuss. No 
muss No fumes Simple to operate 

Kerography and offset duplicating 
offer the ideal combination for speed 
and economy 


1 Bell Engineering Dept) where numerous 


drawings and forms onginate 


2 XeroX operator is shown making the paper 
* master of the original form 


Paper master is placed on offset duplicator 


* and multiple copies run off 


how all types of business are saving 
time and money with xerography. 


52.144 HALOID 
ROCHESTER NY 


Branch offices om principal cities 


4a yroup of stoc’.holder farmers 
which now exceeds 10,000 

The production and selling ar 
rangements under which the cor- 
poration operates present certain 
problems that call for high speed as 
well as accuracy and economy of 
control operations 

The stockholding 
permitted to 


farmers are 
purchase a pro-rata 
share of the production of the plant 
principally agricultural fertilizers 
That calls for complete, always 
eurrent records on production, pa 
tronayge refunds, and general ac 
counting 
Distribution is 


er selected by the 


through area deal 


stockholders 
hese dealers operate on a fee basis 
depending on volume in their dis- 
trict. That calls for detailed and up 
to-the-minute sales control 

The office equipment which forms 
the basis of control operations at 
Mississippi Chemical includes three 
Rand Robot-Kardex 
and the same company’s 
Synchro-Matie hookup of keyboards 
for preparing punched cards with 
the mechanisms of accounting ma 
only 
standard 


Remington 


cabinets 


chines. By means, the 


manual operation ir 
punched-card precedures (that of 
punching the control data into the 
multi-position fields of card digits) 
is eliminated. Material for the cards 
is automaticalls and 
punched while the operator per 
forms billing 
nal posting 
counting machine 

A number of their 
controls are maintained in the three 


selected 


ledger and jour- 


operations on the ac 


records and 


robot units. including accounts re 


ceivable, stock records, and refund 
records and their Each 
robot unit is a complete work sta- 
tion, and holds 4,000 sets of records 
arranged by stockholders. With 
these grouped on trays, 
delivered into working position in 
a few review or posting 
is accomplished effortlessly and at 
high speed 

The Synchro-Mati hookup is 
used in the preparation of invoices, 
statements, and payrolls; with ledg- 
er, journal, and payroll 
accounting operations accomplished 
at the time. While the ac 
counting machines are in opera 
tion, the Synchro-Matic takes oft 
facts and figures for cost distribu 
tion, withhholding, and other tax 
inventory 


controls 


records 


seconds, 


register 


same 


reports controls, sales 


breakdowns and summaries, trans- 
portation charges, and dealer sales 
performance data 

These met hanized acc ounting and 
related help to provide 
Mississippi Chemicals’ 10,000) plus 
farmer customers with 
up-to-the-minute and economical 
and accurate product 
charges and rebates. At the same 
time the organization's management 
has the timely and extensive figure 
facts for control, planning and pol- 
icy decisions 

The statistical 
primary 
creasing the productivity and oper 
ating etficency of the plant and of 
the sales-dealer organization. And 
here, too, the benefits. even if 
somewhat indirectly, accrue none 
theless to every stockholder of the 
Company 


controls 
accurate 


service 


‘by-products’ are 
management tools for in 


Survey Shows Hidden Pay Costs 
Average $644 Per Employee 


The Chamber of Commerce of the 
United States announced today that 
it has surveyed 736 companies and 
found that their “hidden payroll” 
costs jumped last vear to an all-time 
high average of $644 per employee 

For 138 of the companies which 
had taken part in two previous sur- 
these payments had jumped 
66 per cent in four years— from 
$410 to $681 per employee 

In spite of this heavy increase 


veys 


and in spite of the impact of these 
fringe benefits on the national econ- 
omy, the bulk of hidden payroll 
costs are not reported by the Bu 
reau of Labor Statistics, which is 
the federal government's primary 
source of such information,” Di 
Emerson P. Schmidt, the Chamber's 
director of economic research, as- 
serted 

He estimated the national cost of 
the “hidden payroll” at “something 
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less than $25 billion for each year 

The costs to the 736 companies 
averaged 18.7 per cent of their en- 
tire payrolls, or 31.5 cents per pay- 
roll hour. These final results of the 
Chamber's third such survey were 
contained in a booklet, “Fringe Ben- 
efits—-1951.” 

The hidden payroll includes a 
broad list of employer costs includ- 
ing social security; unemployment 
and workmen's compensation ; sick 
ness, accident, hospitalization and 
death benefits; terminal pay; dis 
counts on goods purchased; free 
meals, pensions; savings and stock 
purchase plans; paid vacations, hol- 
idays, rest and lunch periods; profit 
sharing and bonus arrangements 

Prior to the Chamber surveys 
little Was known about the scope of 
these hidden payroll costs. The 


Bureau of Li 


ibor Statistics, major 


govern- 
fringe benefits 
only for the steel industry and this 
is not a continuing project 

Not included in the “hidden pay- 
roll,” are extra pay for night shift 
and Sunday work or straight pro 
duction bonuses, all of which are 
considered part of the regular pay 
roll 

Dr. Schmidt said: “When a work 
er is hired today, or a new wage 
contract is agreed upon, the wage 
rates established no longer measure 
the cost of hiring labor, and the 
number of hours actually worked no 
longer measure the number of hours 
for which the employer must pay 

Generally, manufacturing compa 
nies paid 16.4 per cent of payrol) 
for “fringe benefits.” somewhat less 
than the average, while non-manu 
facturing companies paid 22.2 per 
cent, or one-fifth more than the all 
company average 

There were wide variations from 
industry to industry. Banks, finance 
and trust companies paid 26.4 per 
cent and petroleum refining, 22.5 
per cent. Textile products and ap- 
parel paid 14.1 per cent and stone 
clay and glass products paid 14.2 
per cent. Dr. Schmidt noted, how- 
ever, that these variations do not 
mean that some industries, or com- 
panies, are laggard. Often both em- 
ployer and worker prefer to see 
wages reflected chiefly or entirely 
in the pay envelope rather than in 
“fringe” benefits 

Most fringe benefits are volun- 
tary. Only such benefits as unem- 
ployment and workmen's compen- 
sation, old-age and survivors’ in- 
surance and off-the-job disability 
insurance (in effect in four states 
and on the railroads) are required 
by law. 
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Model 18-A 
cOsSco 


Executive 


$47.50 


($49.50*) 


@ From stem to stern, the quality 
COSCO Office Chairs 1s the very finest L - 


yet they are priced far lower thar ed 
anything comparable on the market! 
Lastingly constructed of steel, with six = 9 
adjustments— made without tools—n \ 
other chair at any price has them all’ i 
Beau lly designed with large saddle - > 
shaped seats, deep-padded with Fire y ; 
stone Foamex and upholstered with Du } 
Pont “‘Fabrilite’’ in all popular office Model 15-F Model 20-A 
colors. Bonderized baked-on ename Secretorial Chair Arm Choir 
finish. For your office for employ $29 °°($31.00° $27 °°($28.50") 
ees and visitors ect the BIG value 
in modern office chairs—COSCO! far Fall eters. 
HAMILTON MANUFACTURING CORPORATION 
HAMILTON MANUFACTURING CORPORATION | Wert Columbus, Indiana 
COLUMBUS. INDIANA Please send, without obligation, name of | 
| nearest dealer and complete catalog | 
to 7, Weste tate 
Zone 2 F ex Ww | 
Tice 
hairs Address 
Good seating . . . in good taste ae 
is good business 
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Storage space in offices is provided by shelving in recessed walls and 
by using roller ladder guided on a bar to take advantage of high areas 


Dow Jones has two types of 
budget, one for management 
and one for departments. 
A three-way management 
team controls budget, which 
gets full support from de- 
partmental heads. The bud- 
get forms are simple, month- 
ly expense reports are time- 
ly, and budget comparisons 
are carefully reviewed 


How Dow Jones Controls Budget 


By Lillian Stemp 


ECAUSE of the tinancial conno 
tation its famous publication 
the Wall Street Journal, carries, 
Dow Jones and Company, Inc., 1s 
expected to have some outstanding 
systems and methods worth emulat- 
ing. One of these is the budget pro- 
cedure, which is said to be the best 
in the newspaper field 
Dow Jones directs its activities 
from a seven-story building almost 
lost among the towering structures 
of the famous Wall Street financial 
district. All policy is set here by the 
executive staff, who occupies pri- 
vate, dignified, modern offices. The 
executive staff consists of the pres- 
ident, vice-president and treasurer, 
editor, sales manager, and business 
manager. The latter has control of 
production and labor relations 
The Wall Street Journal is the 
only daily business newspaper with 
a national circulation, and the 
unique feature of distribution. si- 
multaneously throughout the coun- 
try. Its news is tight, compact, fac 
tual, and readable. In 1947, it was 
honored for “having the most read 
able front page of any daily news- 
paper."” All the news is edited at 
the Broad Street address, but the 
printing is done at Dow Jones’ four 
printing plants located in Chicago 
Dallas, New York and San Fran 
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cisco, for dissemination among its 
more than 225,000 subscribers. A 
fifth plant, in Boston, prints Bar- 
National Business and Fi- 
nancial Weekly, an affiliated publi- 
cation. The New York offices are 
the central accounting headquar- 
ters for these printing plants, 17 
bureaus in the United States and 
Canada, two offices in Furoepe, and 


ron’s 


about 150 correspondents, who are 
paid on a space basis. 

Dow Jones uses two types of 
budget: a management operating 
budget and the departmental oper- 
ating budget. It is the latter which 
helps keep the department heads 
budget conscious. Control of the 
budget is in the hands of a three- 
way management team, covering 


Each of the 50 department heads at Dow Jones receives monthly pegboard 
form listing his actual expenses for the month and for the year to date 
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Outstanding 
Leopold Features 


‘ 


Rounded Corners 


Eliminate clothing snags. . 
prevent scuffing, marring 


Ball-Bearing Suspension 


Allows drawers to open and close 
smoothly, easily . . . regardless 
of the weight of contents 


Densified Legs 


DensiwooD center legs are hard 
and smooth ... stubbornly resistant 
to impact and wear 
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Union National Kank 


€000/d oltice turniture 
.-. helps make office workers happier, 
work better 


Your organization will enjoy working in the comfort and beauty of 
a modern office furnished with distinctive Leopold office furniture 
Hours seem to pass quickly, yet are spent more efhciently. 


Yes, attractive Leopold installations help boost office morale . . . 
you benefit in extra profits through increased worker productivity, 
minimum employee turnover. In addition, Leopold office furniture 
actually costs you Jess because it’s built to wear better, last longer. 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 
profitable for you. If not known, please write us for his name 
and address. 


BURLINGTON, IOWA 


MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE 


—_ _ 
of Teras ‘ i Inet by Pinger Office Equipment Company 
41 


Get the most 
out of your 


forms... 


THIS FREE BOOK SHOWS YOU HOW 


What sort of Purchase Requisition do you 
equire before vou issue a Purchase Order 

Do vou have a simple, efhcrent method for 
getoog and comparing COMmpentive 

rons’ How do sou inform key 


ents of the arrival 


chasing Forms. 
to each form wath tall discusston 
alsot design, operation and distribu 
on of copres—well illustrated for quick 
reference and tall understanding 
If vou are responsible for the purchasing 
procedure vour organization send tor 
your Larco today will 
help vou check up and see at your Pur 


chasing torms are dorog a complete 


leveland, Oakland; 
Deep River, ( onnecticut; 
Watseka, Sales 
Representatives mall 
Procspal citte 


(Chuago 


LARCO 


Business Forms 


Write or pin thes coupon to 
your letterhead and mai! hor 
vour FREE copy 


ARCO INCORPORATED 
Rooml62) lackson Bld 
Chicago 4, Hliners 


Please send me free copy of Uarco’s Facyclo 
pedia of Business Forms tor purchasing 


My Name 


My Title 
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production, sales, and news, Comp- 
troller T. F. Mowle reports that 
maximum control is possible be- 
cause of a deviation in the news- 
paper field from normal accounting 
methods in that no distribution of 
overhead items is made to de- 
partments. Rent, depreciation, in- 
surance, power and light, building 
expenses, and social security taxes 
are eliminated from departmental 
expense accounts. As a result, those 
expenses which are considered de- 
partmental out-of-the pocket ex- 
penses are fully controllable by the 
department head 

It is this full control, as well as 
the simplicity of forms, regularity 
of monthly department reports of 
expenses, and the personal reviews 
of budget comparisons that con- 
cerns the department heads. Each 
of the 50 department heads receives 
a pegboard form listing his actual 
expenses for the month and year to 
date, with notations of any budget 
Variance Departmental budgets are 
flexible. The budget team analyzes 
the variances with the department 
heads, and if they are found to be 
of a permanent nature, a budget 
adjustment is sent to the comptrol- 
ler. A budget change involves a de- 
partmental adjustment for the cur 
rent month and a stepped-up level 
for the remaining months in the 
budget year for that department 
These adjustments are then carried 
through to the company’s profit 
and loss budget spread, and then 
through the consolidated budget 

Besides serving as a quick refer 
ence for department heads, the peg- 
heard forms have speeded up the 
typing of accounting and budget 
reports. They enable the typist to 
do the work in one third the pre 
vious time required when she used 
accountant’s work which 
showed handling after a few budg- 
et changes 

Department heads submit their 
estimates of revenue expenses on 
a quarterly From these 
estimates the management operat- 
ing budget is prepared and placed 
before the board annually for ap- 
proval. The final management budg- 
et is used as the basis for approv- 
ing departmental budget sections 
Even this budget is flexible and can 
be adjusted for any major item 
Dow Jones has eliminated many of 
its former graphs and charts for 
budget comparisons. The depart- 
ment heads found these impracti- 
cable unless they had statements of 
their expenses, and the comptrol- 
ler's department found themselves 
so busy preparing the graphs and 
charts that they had limited time 


sheets, 


basis 


during which to analyze them 

The Dow Jones people have 
found it profitable to maintain an 
engineering research department to 
develop machines and equipment 
for their offices and plants. One 
outstanding improvement involves 
six Dow-Jones tickers, which were 
converted into multiposting ma- 
chines. The modification reduced 
the cost of the subscription han- 
dling operation, reduced the risk of 
human errors, and reduced manual 
effort. The machines are used for 
both Journal and Barron subscrip- 
tions, which are sorted prior to 
posting, however. 

Such a device was practical be- 
cause of the uniformity of the 
amounts to be posted. This uni- 
formity indicated that many opera- 
tions were being duplicated unnec- 
essarily. 

The clerks who operate the mul- 
tiposter receive billing and ledge: 
cards, an alphabetical subscription 
index card, the subscription order, 
and remittance. J. J. Ackell, busi- 
ness manager of the Dow Jones 
Company, explained that the modi- 
fied-ticker cuts a corner from the 
card to insure automatic position- 
ing and alignment for the next 
posting. At the same time it prints 
a serial number, the entry date 
and the expiration date exactly as 
does the Dow-Jones ticker when it 
writes the Dow-Jones averages 
based on prices of 5 minutes ago 
The posting is repeated on the re- 
mittance check, so that when it 
clears and returns to the subscrib- 
er’s cancelled check file, it will show 
exactly what the check covered 
The postings are also repeated on 
the other cards, the order, or as 
many other pieces of paper as 
needed before the machine auto 
matically resets to the next serial 
number 

The machine is built into a steel 
desk so that the controls for reset- 
ting expiration dates, amounts, and 
entry dates, are within comfortable 
working distance and reach of the 
operator. To establish controls and 
to prepare bank deposits, the cumu- 
lative total is quickly computed by 
multiplying the number of serial 
numbers used by the constant price 

Aside from the private offices for 
operating executives, Dow Jones 
prefers open space for general of- 
fices. Storage space has been pro- 
vided by shelving in recessed walls 
These storage areas are covered 
with sliding cabinet doors, and full 
utilization of height is achieved by 
the use of a rolling ladder guided 
on a bar. Standardization of office 
furniture is in progress. Equipment 
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in use in the offices include 201 
manual typewriters and 17 elec- 
trics, 4 Sunstrand bookkeeping ma- 
chines, a Mimeograph, Ditto, Oza- 
lid, and 5 Webster wire recorders 
The 380 office employees occupy 
37,600 square feet of space. Light- 
ing varies from 15 to 50 footcandles 
at desk levels. Ceilings in depart- 
ments with noisy machines are 
treated acoustically. Operating 
costs per square foot average $4 

Mr. Bernard Kilgore, president of 
Dow Jones, believes in a live organ- 
ization. For example, there is a 
generous supply of news tickers in 
every office. To run Wall Street 
Journal's daily series of industry 
or consumer surveys, the bureau 
personnel of all the key cities is 
put into action, often starting and 
completing their projects in one 
day. Even the library records must 
be live. President Kilgore does not 
believe the library, which has 


served the staff since 1903, should’ 


be a storage place. Consequently, 
annual reports of the nation’s busi- 
nesses are kept only 10 years. Jour- 
nal clippings are mounted in index 
files, classified industrial, banking 
agricultural, railway, and mining 
and then destroyed after a year 
One good reference book is selected 
for each of the business fields 
Weeding of files and shelves is a 
continuous process 

The news department on the 
third floor contains the ticker tape 
and sending machines, as well as 
its chatting corner where callers 
discuss their business with the re 
portorial staff. The traditional city 
desk, encircled by staff personnel 
batteries of typewriters, pneumatic 
tubes, and ticker tapes, with desk 
high waste baskets, is used when 
editing the news as it comes in from 
outside news bureaus in the United 
States, Canada, and the 150 cor- 
respondents and the London and 
Paris offices 

Dow Jones’ prompt and accurate 
business news coverage is the re- 
sult of recruiting and training 
voung journalists in the prepara- 
tion of copv and selection of news 
An astonishingly high proportion 
of the trainees survive the trial pe- 
riod and become permanent mem- 
bers of the staff. 

William F. Kerby, vice president 
and treasurer of Dow Jones, ex- 
plained the recruitment system 
“We maintain contact with a num- 
ber of universities and colleges, be- 
ing careful to see that new blood 
entering the organization does not 
come exclusively or preponderantly 
from any one geographical section 
of the country. 
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urer. As purchasing agent. A 
In any Executive positrer 
Wouldn't vou be expected 
your firm s accounts receiwal 
business records be hept wie 
wife against loss by fire? 

fre they? Or are tahine 
puts $3 out of LOO fire 

when fire destroys ther res 


Are you entrusting them to a 
the Underwriters’ Laboratori 

label—a safe that sin ply aets 
incinerator when temperature 
above 350° F? Are vou counti 


be the one 
“to blame”... 


your firm needs to stay in 
business? 


{ 1 fire i to late Better find t 
tle it cost to pr 
lern Mosler “A” Label Record Safe, 
It the w ld best protection 


iF IT'S MOSLER IT'S SAFE 


Mosler Safe’ 


World's Largest Builders of Safes and Rank Vaults 
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Bill Holler’s Famous 
Book in Pocket Size 
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It is hot 


Loder Bill Helles eadership the 
et yanization sold more than 
12 000,000 orth of trucks and cars 
of the world’s greatest liv 

en. In this book he shares 

ur salesmen and dealers what 


earned about successful sel 


pieal chapters 


Make Things Happen 
Prospects Are Everywhere 
Never Forget a Customer 
The Modern Aladdin's Lamp 
Hlow to Make People Buy 
Fight One More Round 
Napoleon's Secret Weapon 
Time-Tried Pointers 

Sell to Survive 


\ pint-size sales aid that a salesman 
can slip in his pocket or briefcase and 
read on the train or while waiting to 
see buyers. It will give him a big lift 
Paperbound — 80 pages — 4', by 6', 
inches. Single copies, 50 cents. In 
quantities of 6 to 99, 10 cents; 100 to 
2419, 35 cents: 250 to 499, 31 cents; 500 
to 999, 2S cents: 1,000 and over, 25 
cents, 


The Dartnell Corporation 
Publisher 


1660 Ravenswood Ave., Chicago 40, II. 


Donat be Scared... 


We Have Survived Other Elections 


Continued from page 9 


tion. There is no doubt, however, 
that the political revolution of 1932 
and time has proven that it Was, 
in fact, both a political and eco- 
nomic revolution —was attended by 
the worst case of election jitters 
since the 1860 election of Lincoln 
Many an executive can vividly 
remember the morning after the 
presidential election of 1948. The 
economic headache, brought on by 
the almost totally unexpected re- 
sults of that morning, mounted 
throughout the day. One large steel 
company cancelled tentative plans 
it had been preparing for more 
than a year. Another national com- 
pany was forced to spend thousands 


of dollars in telephone and _tele- 
graph charges to halt (temporarily, 
it turned out) plans it had confiden- 
tially initated for a large scale 
building project. A_ real estate 
group in the East junked its plans 
to await another day. There was 
some humor in the situation. A 
Western rancher promptly sold his 
large livestock operation with the 
comment, “I've been saying that 
another term for this administra- 
tion would bankrupt the country. 
and I'm not going out and make my 
business a success so that they can 
prove I was a liar.” 

Election jitters are part and par- 
cel of the American way of life 


How Companies 


Control Absenteeism 


(continued from page 


record for the last 6 months of 1952 
show up as well as the first 6 
months (when it was 4 days lost 
per employee), then the drop will 
be little short of amazing. 

Mr. Nelson added that Occidental 
provides vitamin pills at cost, but 
said this type of thing is nothing 
compared to control by good man- 
agement methods. 


6. Massachusetts Mutual Life Insur- 
ance Co., Springfield, Mass. Umbre!- 
las are loaned to employees on rainy 
nights, and space and equipment 
are available for ironing rain- 
soaked clothes when employees ar- 
rive on rainy mornings. 

The company's low-cost cafeteria 
is believed to be an aid in reducing 
absenteeism because of sickness, 
since only the highest grade food 
is served 

A 14-bed hospital is available at 
Massachusetts Mutual, and employ- 
ees feeling a little under the weath- 
er often lie down for awhile and 
then return to their desks. This 
single practice has done much to 


improve the company’s attendance 
Another phase of the program 
includes honor days for perfect at- 
tendance, and under this system va- 
cation accounts for each clerk are 
credited with one-half day addi- 
tional vacation with pay for each 
month of perfect attendance. 


7. W. A. Sheaffer Pen Co., Fort Mad- 
ison, Iowa. A system used through- 
out the entire organization requires 
an absentee slip to be placed on an 
employee's card when he is absent. 
This absentee slip must be filled out 
by the employee and delivered to 
his immediate superior upon return- 
ing to work. The procedure gives 
the immediate supervisor a chance 
to talk with the man before the lat- 
ter returns to his job, and this sys- 
tem has been one of the best tools 
for reducing absenteeism. 

The company provides the best 
in working conditions for its em- 
ployees, including: a new modern 
building, excellent lighting, tem- 
perature and humidity control with- 
out drafts, clean rest rooms, rest 
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periods twice a day, and good food 
in the cafeteria, plus various em- 
ployee fringe benefits 

While various preventive mea- 
sures help cut down on absenteeism 
Sheaffer Pen is of the opinion that 
the problem is a matter of daily su- 
pervision. G. E. Mekemson, as- 
sistant personnel director, said that 
it is up to the immediate supervisor 
“to create the proper atmosphere 
among the employees under his su- 
pervision so that they will make 
every effort to be on the job on 
time each working day.” 


8. Phoenix Mutual Life Insurance 
Co., Hartford, Conn. Absenteeism 
control here is primarily through a 
system of salary administration 
The element of attendance is given 
a great deal of importance in deter- 
mining individual salary increases 
and this fact has been made known 
to all employees. : 

The company also has had for 
many years the “earned day” sys- 
tem which provides a bonus in the 
form of additional time off for 
those people with good attendance 
records. This earned day system 
has helped reduce tardiness, but 
Eric Franzen, assistant secretary, 
said that there is some question as 
to how much effect it has had on 
reducing absenteeism 

Phoenix Mutual likewise has a 
doctor in constant attendance, and 
cold pills are distributed free of 
charge to employees. Innoculations 
for particular diseases have also 
been provided from time to time 


9. The Connecticut Mutual Life In- 
surance Co., Hartford, Conn. The 
services of a full-time dental hy- 
gienist are available for the con 
venience and welfare of employees 
and modern equipment and X-ray 
service have also been included 

There is a staff of five home-oftice 
doctors for medical consultation or 
complete physical examinations an- 
nually. A second graduate nurse 
has recently been retained on a 
full-time basis to assist in the su- 
pervision of the health of the home 
office's 800 employees. 

Included in the medical program 
are routine treatments for colds, 
with antihistamine and cold shots 
for those who want them. There is 
an active follow-up program on ab- 
sent employees, and this unit co- 
operates with supervisors and the 
personnel division in trying to re- 
duce absenteeism. 

Connecticut Mutual has operated 
a cafeteria for many years. With- 
in the last few months it has been 
opened from 7:30 to 8:00 in the 
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... Or typewriter. And even 
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doesn't catch them all. But 
you can always count on your 
photocopies being 100% ac- 
curate. And the cost—in 9 
cases out of 10—will be only a 
fraction of the manually tran- 
scribed copies. 
So... do a little double-checking 
now, if your photocopy machine is 
seeing only part-time use. Remember 
— it's designed to save you time and dollars 
in reproducing the paper work of 
all departments. 


For the best photocopies, use 
Kodagraph Contact Paper 


This paper is made by Kodak for use in 
all tvpes of contact photocopiers. It repro- 
photo 


duces all documents in dense 


graphic blac ks cle an whites 
with new sparkle and Jegibil 
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split-second timing or trial and- 
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here because this office especially portrays the great r 

and unmatched appearance of CRESTLINE Steel 

- Office Furniture. In reception rooms, general offices and exe 

suites, there ore CRESTLINE units planned and designed 
the very best job for 


Grated by 


SECURITY STEEL EQUIPMENT CORP., AVENEL, NEW pee 


morning, to permit employees to 
eat breakfast in the cafeteria be- 
fore business hours. The idea has 
proved popular 

All these various ideas are be- 
lieved to have helped in cutting 
down on Connecticut Mutual's ab- 
sentee rate 


10. General American Life Insurance 
Company, Saint Louis, Mo. In the 
process of remodeling its entire 
building, General American is in- 
stalling lockers for all employees so 
that they can keep extra clothing 
and shoes for rainy days when 
changes might prevent colds 

Each of the rest rooms will have 
adjoining lounges in which employ- 
ees can change their clothes. 

Air conditioning will be a feature 
of the remodeling program, and the 
resultant elimination of drafts and 
excessively hot spots on the floors 
is expected to help the company’s 
absenteeism program 

In addition to these 10 programs 
for combating absenteeism, nu- 
merous other firms have regular 
health services something like the 
ones already discussed. Many busi- 
nesses issue cold tablets as a rou- 
tine measure. Scott-Atwater Man- 
ufacturing Company, Inc., Minne- 
apolis, Minn., is one example, and 
their average “presenteeism”™ is 
97.5 per cent 

United States Steel Company has 
no company-wide program for re- 
ducing absenteeism, leaving the 
problem up to supervisors. The 
company does make use of. bill- 
boards, posters, and booklets in an 
effort to help employees beat the 
weather 

Many companies employ nurses 
as a regular health service, and 
The First National Bank of Atlanta 
might be typical. The nurse at First 
National makes several visits a day 
to the homes of those who have re- 
ported in as being ill. There are also 
annual physical examinations for 
officers and bi-annual physicals for 
all employees. The physician re- 
tained by First National is paid a 
flat rate each month in just the 
same manner as the bank pays a 
retainer fee to its legal counsel 
although not in the same amount, 
of course. 

While many businesses try vari- 
ous ideas in the hope of pulling 
down soaring absenteeism rates, a 
few firms stick to the usual prac- 
tices, with results that are appar- 
ently satisfactory. Crane Company, 
Chicago, for example, provides in- 
plant feeding, complete medical 
service, modern safety program, 
and modern rest rooms and locker 
rooms 
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How to Talk 
Informal Meeting 


‘inued from page 


that others at the meeting may be 
equally as familiar with the propo- 
sition as you. But also remembe1 
that some others may not be. Take 
enough time to fill in the details for 
associates who may not be so well 
informed. 

Do not stop to answer questions 
Say, “I’m coming to that later,” and 
go right ahead. There will nearly 
always be somebody too impatient 
to hear you out. He will say, “We 
have tried that before,” or “That's 
an old idea and will not work.” 

To stop at this point may lead to 
an endless and fruitless argument 
With all the good nature at your 
command, promise to take up these 
objections or questions later. If 
there is opposition to your plan or 
proposal, it is sure to be strength- 
ened by an argument hurled at you 
before you finish making your pres- 
entation 

Do not, under any circumstance 
distribute written statements which 
duplicate the material in your talk 
Doing this is almost sure to cause 
some fellow executive to move that 
“we table this for study and bring 
it up at the next meeting.” If he has 
an outline of your proposal, his 
excuse is excellent because you have 
put down your proposition in writ- 
ing, giving him an excuse to say 
that “we can save time by studying 
this proposal at our leisure 

If you must distribute some writ- 
ten facts, confine them to brief 
paragraphs, tabular data, or figures 
One idea at a time, with one set 
of figures or one chart on one sheet, 
is better. Whatever exhibits you 
must offer should be passed around 
a moment after you have referred 
to the subject in your talk. Do not 
pass out figures, charts, or other 
corroborative evidence before you 
have mentioned the subject. 


Why Company Meetings Fail 

Many small conferences fail be- 
cause (1) somebody makes a state- 
ment he cannot back up with figures 
or proof. (2) somebody accuses a 
fellow executive of delays, failure 
to cooperate, or attempts to pass 
the buck to somebody else. (3) some 
person in attendance gets off the 
subject. 

To avoid such pitfalls do not, in 
any part of your presentation, make 
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Harmon Elliott 


Talking 


Suppose Ralph Waldo Emerson 
had said, “If a man can make a 
better mousetrap or a better 
cake of soap or a better cigay 
rette, civilization will beat a 


path to his door”, 


What would you say to such 


a claim? 


It probably would be impos- 
sible with soap or cigarettes, but 
because of patents on Elliott 
addressing machines, it has 
been done in the addressing 


machine business. 


219 Elliott inventions have 
been granted United States pat 


ents as follows: 


From 1870 to 1880 
From L880 to 1890 
From 1890 to 1900 
From 1900 to 1910 
From 1910 to 1920 
From 1920 to 1930 
From 1930 to 1940 
From 1940 to 1950 


6 patents 
patents 
34 patents 
24 patents 
30 patents 
19 patents 
67 patents 


31 patents 


And for 1950 to 1960 there are 


many patents pending. 


The United States patent of- 
fice will not grant a patent un- 
less an invention is both new 


and useful. 


“Useful” to whom? Why, to 


you, the public, of course 


May | send you a new book 
entitled “Stencil Addressing 


from 1852 to 1952?" 


153-T Albany Street 
Cambridge 39, Mass. 


a claim which you cannot prove. Do 
not make any statements which 
force a fellow member of the group 
to defend his action. No matter how 
wrong he may be, he can dredge up 
some alibi 
blame on to some other department. 
This will lead to such endless argu- 
ments that your original proposal 
will be sidetracked or forgotten 

Be prepared to answer questions 
if they are legitimate. Immediately 
after your presentation there will 
be several who ask questions, some 
of which are wholly irrelevant. Be 
patient. If you do not know the an- 
swer, do not attempt to bluff or to 
sidestep. Admit you do not know, 
and if the question is fair, promise 
to get the answer or frankly say 
that your answer is an estimate, a 
guess, or your best recollection 


excuse, or pass the 


Wrap up Your Package 


Be definite, specific, and factual 
Do not present your proposition as 
“something we ought to think 
about,” or “an idea we ought to con- 
sider.” Wrap it up. Deliver a com- 
plete package, and make specific 
proposals. If possible, put your pro- 
posal in such form that it can be 
acted upon immediately with a 
“ves” or “no,” “opposed” or “in 
favor of,’ vote on the spot. To do 
this you must have cost estimates 
some promise of definite results 
actual improvements. 

If your proposal must be sub- 
mitted to a higher authority in the 
organization, offer the proposal so 
that it can be recommended for 
higher consideration or turned 
down definitely as unworthy, un- 
workable, or impracticable 

Above everything else, be con- 
servative in your estimates of bene- 
fits. Do not make wild promises 
such as “this will put the kibosh on 
competition,” or “this will end de- 
lays in the shipping department.” 
It is much better to say, “This will 
tend to put us in an improved com- 
petitive position,” or “This will 
gradually improve the situation in 
the shipping room.” 


How to Talk 
Large Meeting 


Continued from page 13 


servative in your estimates. If 
your proposition is really good, the 
top men will see the benefits and 


make their own allowances and es- 
timates. Better to be on the safe 
side than to have them discount 
your claims 


The Knack of Getting Action 


If you expect reasonably prompt 
action or answers, prove each point 
or claim as you proceed, present all 
the facts, wrap up a definite pro- 
posal. If the proposition is a big 
one, break it up into first, second, 
and third steps. Aim to get ap- 
proval of at least the first step-—an 
appropriation for further study, for 
plans, blueprints, designs or pre- 
liminary studies, sketches, draw- 
ings or whatever the first step is 

Offer a timetable. Present an es 
timate of the starting time, with 
reasons against delay. Follow this 
with an estimated timetable or 
schedule. If your proposal involves 
the purchase of machinery or equip- 
ment, have accurate delivery dates 
or delivery estimates. Many a prop 
osition has been killed in recent 
years because somebody said, “Oh, 
we can't get delivery sooner than 
22 months. Better wait till the de- 
livery picture is clear.” And with 
that many a sound proposal has 
heen tabled, possibly forever 


Winning Management 
Confidence 


Many a proposal to top manage- 
ment has failed because somebody 
was glib, overconfident, or too quick 
on the trigger with answers. At a 
recent meeting a top-management 
man asked, “Do you think this will 
solve our competitive trouble in 
New England?” 

“Absolutely,” was the very quick 
answer. You could literally feel the 
top men freeze at the brash state- 
ment. It would have been better to 
say, “We have considered several 
other plans. This seems to be the 
best attack on the problem, and 
while it is not perfect, it’s our con- 
sidered opinion that it assures im- 
provement in our present New Eng- 
land situation.” 

Do not be trapped by prejudiced 
objections. In one case there was a 
proposal for a branch plant in Ten- 
nessee. It was carefully worked out 
The entire board, all the manage- 
ment was on hand, down to the last 
vice president. 

“Don't think we ought to con- 
sider it. Southerners are lazy; help 
is unreliable,” blurted out one board 
member who had not been South 
since World War I 

“I know that’s their reputation,” 
said the man who made the pro- 
posal. “Yet here are actual reports 
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from other companies (and he 
named a list of them) which indi- 
cate that labor is plentiful, amen- 
able, and productive.” Then he 
read statements from General Elec- 
tric, Eastman Kodak, one of the 
big rubber companies, an insurance 
company-—all of whom had pro- 
duction facilities both in the South, 
the East, and elsewhere. He won his 
point, and the old director withdrew 
his objection 

The point is to be reasonably con- 
fident, self-assured, but not brash, 
or seemingly irresponsible. Some 
old-timer is almost sure to ask, 
“Young man, do you know what 
your proposal will cost this com- 
pany?” Be patient with him, and 
assure him that you DO know what 
it costs, and that you have carefully 
checked every detail of the cost 
and weighed it carefully against 
benefits 

Some men always seem able to 
win their points at meetings. They 
are the ones who come well pre- 
pared; who patiently consider, but 
demolish, every objection; who 
have the facts; who are not led into 
the bypaths of prejudiced argument 


Right Light for 
Right Job 


(Continued from page 15) 


a reduction in shadows, provision of 
better working posture, and higher 
utilization of floor space. Over all 
visibility and comfort of seeing are 
raised appreciably. Relatively few 
managers have adopted “vertical,” 
boards but the trend is growing 
steadily. 

Images within the work can also 
be avoided by proper positioning of 
the lighting units with respect to 
the work. The solution is appli- 
cable in private offices where units 
may be placed at the sides and be- 
hind the desk. It is of limited use 
in other types of offices; for them, 
systems of large area, low-bright- 
ness units are generally more prac- 
ticable. Since these qualifications 
are found in indirect lighting, it 
has been used almost exclusively 
with filament lighting. It continues 
to be a favored technique with 
fluorescent lamps to minimize both 
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Like a checking account 
with the postoffice! 


@ You can have one—with a postage 
meter! Just as thousands of companies 
have, small firms as well as large! 
@ When you have a postage meter, the 
postoffice sets it for as much postage as 
you want to buy—and you draw on the 
meter for postage, just as you draw on 
a bank for money ... instead of writing 
checks, you print postage as you need it 
directly on the envelope, the right 
stamp for any kind of mail. 
@ The meter records your postage 
balance and withdrawals, accurately and 
automatically. Postage in the meter is as 
safe as money in the bank, and metered 
postage has no value except on your mail! 
@ A postage meter has other advantages 
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The new Ditto D-10 provides the quickest, 
most economical and the most satisfactory 
way to make copies. It's ready for imme- 
diate use—no stencil to cut, no type to set, 
no inking, no make-ready. 

It copies directly from the original writ- 
ing, typing or drawing; one, two, three or 
four colors in one Operation; 120 or more 
copies per minute; on varying weights of 
paper or card stock; 3” x 5” up to 9" x 14” 
in size 

PRINTS IN ONE TO FOUR COLORS AT ONCE 
The sleek lines of the D-10 proclaim worth- 
iness within. Ithas smooth, balanced action. 
It has wear- and corrosion-resisting stain- 
less steel parts. With Magic Copy Control 
it prints each copy brightly. Sure and simple, 
it makes an expert of any user. Mail the 
coupon for a fascinating folder providing 
more details... free and without obligation. 
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‘ ) Please send literature featuring the new Ditto D-10 
Duplicator and samples of work produced on it. 

Arrange a demonstration of the new Ditto D-10 
Duplicator tor me 
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shadow and reflected glare. 

Luminous ceilings, which inter- 
pose a transmitting rather than a 
reflecting surface between the light 
sources and the work, produce com- 
parable lighting results and have 
the advantage of closer integration 
with structure. Compared to other 
systems, indirect lighting and lu- 
minous ceilings are subject to fewer 
design errors with regard to com- 
fort and quality of lighting. Other 
systems, including the totally-direct 
troffers, may be employed with at 
least equal results in terms of over- 
all value but more attention to the 
interpretation and application of 
planned-lighting principles is re- 
quired. 

A particularly significant aspect 
of the planned lighting approach is 
the effort to fulfill seeing require- 
ments with designs that are effi- 
cient, economical and of good ap- 
pearance. These objectives are lead- 
ing to extensive use of systems 
closely integrated with structure 
and coordinated with the other 
utilities of sound and air condition- 
ing. Certain of the lower-cost, 
furred-ceiling designs have been 
originated or sponsored by the 
lighting industry. Illustrations cite 
examples of these trends in planned 
lighting design. 

In many respects, the present 
concept of “planned lighting’ does 
not differ from the approach to 
lighting designs followed by quali- 
fied illuminating engineers over the 
years. Its value, however, lies in 
the fact that it has focused the 
attention of all segments of the in- 
dustry on the obligation to provide 
better lighting for better seeing, and 
has aroused the interest of the con- 
suming public to partake more 
fully of the advantages available 
to it. 

Planned 
luxury. 

Any lighting systems that fail 
to meet the requirements of par- 
ticular areas are expensive. Asso- 
ciated conditions—regardless of 
their possible value in other re- 
spects—-that interfere with rapid, 
accurate, and comfortable seeing 
must also be considered factors of 
overhead because they reduce the 
return on the personnel investment 
which constitutes more than 80 per 
cent of total cost in most offices. A 
lighting system that is but margin- 
ally adequate, rates as a low-cost 
utility. Those installations, how- 
ever, which contribute to seeing, 
through careful planning and ad- 
herence to a few well-defined prin- 
ciples, become investment instru- 
ments of high return. 


lighting is never a 
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Sears Uncovers 


Hidden Talents 


(Continued from page 17 


extended if he has a good reason 
He may skip the supervised final 
exam, which is given at the store 
or office where the student works. 
If he takes the exam, his grade is 
based half on that and half on the 
lesson tests. Otherwise, his grade 
is based on the tests alone. Passing 
grade is 75 per cent. The fact that 
an employee has completed a course 
is only entered on his personnel rec- 
ord at his request 

Modern methods speed the dis- 
tribution and grading of lessons. 
An Addressograph plate is made 
for each student and coded so that 
he gets the proper send-outs for 
his course. The record of when each 
test is returned and the student's 
grade for it is kept on the plate. 

Grading is done by an IBM elec- 
tronic test-scoring machine which 
scores up to 500 tests an hour. All 
the test questions are of the mul- 
tiple-choice type, and the student 
marks the one he believes is correct 
with a sensitized pencil. When the 
tests are graded, the machine picks 
up the correct answers and shows 
the percentage. 

To help Sears’ men and women 
get the most out of the courses, the 
SEI staff checked on 11 similar in- 
stitutes and correspondence schools 
and the United States Armed Forces 
Institute, which had more than a 
million and a half enrollees during 
World War II. Spade work for SEI 
took the better part of a year. Dur- 
ing that time, the various methods 
and ideas were analyzed with one 
thought in mind: How well would 
they fit the needs and special inter- 
ests of Sears’ people? 

One of the toughest jobs the 35 
staff members faced was selecting 
the most suitable text material. The 
staff used material from many 
sources, including Sears’ own train- 
ing manuals, trade publications, ed- 
ucational texts, manufacturers’ lit- 
erature, and so on. For instance, 
in the important home-furnishings 
course, SEI is using the home-dec- 
orating booklets put out by Better 
Homes and Gardens. 

Employees and management un- 
doubtedly understand the impor- 
tance attached to a program such 


October 1952 


STAPLES ata TOUCH of the PAPER 


What the sewing machine did for sewing, the Bares E.ectaric 
Starter does for stapling. A touch of the paper and the Bares 
Evectric makes its own rustless brass staple from a spool of wire 
... “shoots” it quick as a wink... securely fastens up to 20 sheets 
of medium weight paper. Say goodbye to tiring, time-wasting 
manual stapling . . . speed up the job with a Bates Etectric. 


Clip the coupon for full information. 


@ 5000 shots with one loading @ Extremely quiet 
@ Smoller than a typewriter... only 27 Ibs © Rubber’ toes” prevent damage to desks 
@ Tested for 4 yeors hundreds in use 


@ 110-120 AC motor drive 
hair trigger switch 


@ Saves time and trouble 
actually pays for itself in a short time 


© Approved by National Board 
of Fire Underwriters 


The Bates Manufacturing Orange, W.J. + Offices, 32 Vesey St 


THE BATES MFG. CO., 32 Vesey St., New York 7, N.Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER 


Nome Position 


Company 
Address 
City Zone Stote 


My stationer is 


Address 


| 
; 
Fe 
Bates Numbering “Staplers Pertorators 
Machines List Finders Eyeleters, etc 
| 


as SEI. Its employee acceptance in 
such a short time is proof that the 
Institute is expected to materially 
assist employees as well as the com- 
pany. 
_ T. V. Houser, who is vice chair- 
man of the company and heads the 
SEI advisory board, is enthusiastic 
Evane “Sears’ management is always in- 
terested in ways and means of im- 
GATHERING proving employees’ knowledge of 
the merchandise, and I believe SEI 
is one of the most important steps 
RACKS we have taken towards that goal 
For this reason, the response of 
our people to SEI is certainly 
gratifying.’ 


A Few of Many Users 


GUARANTEED to produce quicker and more ac Cort 


curate results than any other collating aid on the 


market) 3,500 sheets an hour easily collated by i ~ Corr 

one worker, sitting of standing Many other use KIINGTON i 

r & Kamape 

tiveR Miiis, | 

DUPONT & ¢ 


Use racks singly of two or more together for larger 
gatherings. Each section holds 500 sheets of paper I 


ot ned angie. Of all aluminum, racks collapse 


ct ncfned ongh new In Service 


CasH Keoisten Co 
Priced $11.00 to $25.00 Continued from page 19) 


SHOWN: 18 Section TU Mode! 

QUAKER OaTs 

Swirt & ComMPANy men who answer such calls give 

them undivided attentio v 

405 N. Munford Richmond 20, Va WestTeRN Evectric Co essary} ata quote 

prices, estimate delivery dates, or 

tell the customer whether or not 
the wanted items are in stock. 


No. 5 


See Your Dealer or Write 


: The Problem: 
To improve service given to im- 
wiltshire modern oe portant customers, and to build 


Here's a desk that gives impressive dignity to any executive office, and at the more customers to the point where 
same time provides ample, comfortable working area for a staff conference total sales to them create a profit. 
A preliminary study of accounts 
Its big, ful top provides a king space approximately seven showed that a high percentage of 
feet by four feet including a 9” overhang on three sides for leg ll acc ts served w fit 
comfort when used for conferences. : , accounts served were unprofit- 
This desk headlines a complete group of hing, functi lly able. But the salesmen were routed 
styled office pieces. Ask to see “Wiltshire Modern to call on unprofitable accounts 
by Imperial” at your dealer's . . . NOW! as frequently and to spend almost 
as much time with them, as profit- 
able accounts. The trouble was, no 
one knew exactly which accounts 
were profitable, and why some ac- 
counts, which were buying fairly 
large dollar volumes, were still un- 
profitable. 


The Solution: 

First step was to select, at ran- 
dom, 100 typical accounts——-four 
from each salesman’s territory 
and analyze them carefully. Here 

WRITE FOR is what was learned. 
Office guide, featuring 1. Some accounts whose dollar 

HALE 7, cut-outs, floor graph, and decorating hints 


AMERICAN BUSINESS 


Collate the MO 
ae 
47 
as 
WwW 
for setting aside 
‘ 
. 
wi 
ae 
* 
es 
52 
2 


buying nothing but staples which 
are sold at extremely low markups. 

2. Other accounts were buying 
intermittently, although the sales- 
men were calling regularly and 
devoting as much time to them as 
to profitable customers 

3. Still other accounts were sim- 
ply not buying enough of any- 
thing to warrant a salesman's time, 
or to warrant making truck stops 
for delivery. 

When the problem was discussed 
with salesmen and district man- 
agers, almost without exception the 
field men had this answer: “While 
we may have some profitless ac- 
counts, they help build total volume 
But more important, how do we 
know that a small account of today 
may not grow into a big, profitable 
account tomorrow?” 

Every salesman, every district 
manager, wanted to retain every 
account. To overcome this intense 
devotion to customers, a rule was 
set up to appease them. An account 
would not be dropped until it had 
proved unprofitable for 3 years. 
Then, at the end of 3 consecutive 
years of unprofitable service to an 
account, the salesman was asked 
to discontinue calling on the cus- 
tomer, unless he could induce that 
customer to increase his purchases 
to a stated minimum annually. 

For every account dropped, it was 
agreed that a salesman could either 
open a new account nearby, or de- 
vote the time saved to other, more 
profitable accounts. A constant, ed- 
ucational campaign, planned to 
teach salesmen how to build volume 
with old customers was carried on; 
prizes were offered to salesmen for 
successfully increasing sales to old 
customers. 

At the end of the second year 
of this plan, results have been gen- 
erally satisfactory. Fewer accounts 
have been dropped than expected 
Some once profitless accounts have 
been built up to a profitable volume. 
The percentage of staples sold has 
decreased, and the percentage of 
profitable specialties has increased. 

With fewer calls, salesmen spend 
their time more profitably. With 
fewer unprofitable truck stops, de- 
livery costs have been reduced. 
Service to key customers has also 
improved. 

The entire plan was made pos- 
sible because the office management 
had the equipment to analyze sales 
and prepare a profit analysis of 
every account. Without undisput- 
able facts to guide them, this com- 
pany’s management would have 
been unable to convince its field 
staff that the plan was feasible 
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A salesman's success begins (or ends) 
at the home office! 


gain customers are in the saddle and they're digging in the 

spurs. They insist on quick answers to inquiries, quick quota 
tions and estimates, quick acknowledgment of orders, quick ship 
ments, quick and accurate service throughout. And they'll get 
such service from you—or from your competitor. 


Unless his office backs him up all along the line, the best salesman 
who ever lugged a brief case can perform no better than a second- 
rater. 


How does your office stack up on speed and efficiency? Are you 
still laboriously collating and typing cut forms and carbons (as 
many still do), when you could save time with continuous forms? 
Or have you examined your office forms recently to see whether 
some could be combined for a single typing? 


If you are looking for ideas for streamlining your paperwork, just 
mail the coupon, mentioning the kind of forms to be designed, 
nature of business, and office machines used. We will gladly 
prepare a folder from our extensive Forms Library, containing 
typical samples used by other firms. 


recister company 
Hoboken, New Jersey | 
We would like to receive o folder of sample continvoys | 


forms for. . 
bind of forms 


Forms will be used on 


| The nature of our business is 


| 
AUTOGRAPHIC REGISTER COMPANY tee 
213 7th Street, Hoboken, New Jersey 
] POSITION.... 
—— 
- Pre 


COMPANY.. 
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Better Government depends on better management. To get better management in Govern- 
ment, it is necessary for us to attract and keep high-caliber employees. ‘‘Let's face facts. Can 
we expect to find and keep such people when we make thick skin a prerequisite to public serv- 
ice?"’ asked Robert Ramspeck, Civil Service Chief, in a recent talk given before the American 
Psychological Assn. on the increase of malicious attacks on Government employees. 


Grade School Children 
Visit Pitney-Bowes 


Youngest visitors to tour the Pit- 
ney-Bowes Ine. plant Stamford 
Conn, were two groups of 10- and 11- 
year-olds of the fifth grade of the 
Royle Darien. For 2 days 
these youngsters brightened the plant 
and home office of Pitney-Bowes 
and it was a toss up as to who had 
the most fun, PE people or the young- 
sters Girls and boys saw yviant ma- 
chines at work, listened while a model 
maker explained his work, listened to 
the click of the Tickometer, operated 
the desk model of the MailOpener, 
and watched a draftsman at his table 

A voluntary survey made by the 


School 


Little girl in uniform is attentive 
listener as PB operator explains job 


youngsters’ teacher indicated that 
their main interests were the postage 
meter, the MailOpener, shop cleanli- 
ness, the Tickometer, the pain® room, 
employment of handicapped workers, 
people working together so well,” 
the drafting room, the cafeteria, en- 
graving, precision machinery, raw- 
materials storage, women working, 
refreshment wagons, assembly lines, 
and the public-address system 
Groups from junior high and high 
schools have been guests of Pitney- 
Bowes, but this is the first time so 
young a group has toured the plant 
and office. Giving these young ones a 
chance to look the place over is but 
one of a continuing program of com- 
munity relations in which the com- 
munity gets to know the company 
better and the company gets to know 
the community better. It is a program 
that will pay off vears later when the 
youngsters are the community leaders 


Clarify Job Rights 
For Korean Vets 


Returning veterans are entitled to 
re-employment rights and _ benefits 
similar to those accorded World War 
II veterans. Because recent news 
items dealing with the Veterans’ Re- 
adjustment Assistance Act of 1952 
(sometimes called the Korean GI 
Bill of Rights) made no mention of 
re-employment rights benefits, many 
have assumed that such rights are 
not in effect. The director of the 
Bureau of Veterans’ Re-employment 
Rights points out, however, that re- 
instatement benefits are provided for 
in the Universal Military Training 
and Service Act of 1951 as well as 
earlier legislation, and that all per- 
sons entering the military service 
since World War II have been pro- 
tected in their job rights 


70 Million Company Magazines Issued Monthly | 


the Ford Times is a mass-circulation 
publication, going to 1,500,000 Ford 


According to a recent survey made 
by the International Council of In- 
dustrial Editors, company  publica- 
tions which big and little business 
regularly to its employees, 
customers, and stockholders is a big, 
growing business itself. The combined 
monthly circulation of these publica- 
tions is in the neighborhood of 70.- 
718,860—a third larger than the cir- 
culation of all the nation’s daily 
newspapers and four times larger 
than the four leading general mag- 
azines 

The survey also showed that $112,- 
373.820 is being spent annually on 
some 6,500 publications. Of this 
amount, over $105 millions go for 
production costs; the remainder is 
spent for salaries of editors and their 
staffs. Over 60 per cent of these pub- 
lications are 10 years or less in age; 
29 per cent, 5 years old or less. 

Individual circulation varies great- 
ly, of Some 2-page news- 
letters are issued to less than 100 em- 
whereas a publication like 


Issues 


course 


ployees 


fans each month. General Motors’ 
Friends is mailed to 1,400,000 families. 

The majority of company publica- 
tions are edited primarily for em- 
ployees and their families—three out 
of every five go to this group. Others 
on the mailing list include customers, 
salesmen, retired employees, librar- 
ies, community leaders, stockholders, 
and dealers 

This is the second survey made by 
the ICIE, a similar survey having 
been made in 1948. The 1952 survey 
covers type of publication, frequency 
of publication, circulation, reader- 
ship, method of distribution, format, 
process of reproduction, use of color, 
age of publication, size, editor's duties, 
editor's salary, budgets, and just 
about every other phase of publica- 
tion and distribution. For further in- 
formation regarding the survey, read- 
ers should write direct to W. R. 
Gerler, S. C. Johnson & Son, Inc., 
Racine, Wisconsin. 
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Good posture means good health, prevents fatigue on the job and increases 
working efficiency and so these Westinghouse girls learn how to stand straight 


Westinghouse Girls Study Posture and Personality 


When a special course in “Self- 
Improvement and Personality” was 
offered at a reduced rate to the girls 
at the East Pittsburgh plant of the 
Westinghouse Electric Corporation, 
the class quota of 50 students was 
filled the first day it was announced. 

The course was offered to em- 
ployees through the cooperation of 
the company's recreation department 
and the Victoria Mannequin School, a 
Pittsburgh school for fashion models 
It was not the aim of Westinghouse 


or the school, however, to turn out 
graduate fashion models. These les- 
sons were designed to help the work- 
ing girl make the most of her natural 
assets and develop poise and a pleas- 
ing personality Included in the 
course Were instruction in posture 
poise, diet, speech, make-up, groom- 
ing, personal hygiene, charm, and 
clothes analysis 

Additional classes are being planned 
for this Fall and again in the follow- 
ing Spring. 


Older Workers Form Large Part of Labor Force 


Older workers make up a much 
larger portion of the labor force in 
the United States than is generally 
believed. According to a statement 
made by Metropolitan Life Insurance 
Company statisticians, 56 per cent 
of all men in the 65 to 69 age group 
are working, and another 3 per cent 
are looking for work; about 40 per 
cent are employed in the 70-74 age 
group; and not until past 75 does the 
proportion drop below 20 per cent. 

After 65, few women remain in the 
labor force, the statisticians state. 
About 85 per cent of women in the 
65-69 age group are neither working 
nor looking for work 

Occupation has considerable bear- 
ing on the number employed in the 
old-age group. Nonagricultural work- 
ers begin dropping out of the labor 
market not long after age 60, while 
the proportion in agriculture does 
not lessen until after 65. Those self- 
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employed and men in jobs requiring 
experience and craftsmanship tend 
to stay active at later ages. Older 
men drop out of hazardous occupa- 
tions or those requiring strenuous 
physical exertion, but they are likely 
to find employment in lighter work 
either full time or on a part time 
basis 

According to the findings of Met- 
ropolitan Life, reasons why older 
workers leave the labor market in- 
clude: failing health and physical in- 
firmities; retirement, voluntary or 
mandatory; and inability to obtain 
suitable employment 

The statement on older workers 
was made on the basis of unpublished 
data turned over to the Census 
Bureau. In the opinion of the Bureau 
investigators, employment opportu- 


nities for older workers should be 


widened so that their skills and ex- 
periences are not lost to the economy 


Associated Industries 
Issues Annual Study 


Each year since 1948, the Associ- 
ated Industries of Cleveland has pub- 
lished its Management-Labor Rela- 
tions Handbook —a study ot the great- 
er Cleveland area which, by means of 
graphic presentation of statistics, en- 
ables management to gauge trends 
ind more or less anticipate tomor- 
row’s union-bargaining demands 

The 1952 issue of this study an 
swers such questions as: Have com- 
panics liberalized vacation programs? 
Have they relaxed holiday require- 
ments Has shift-differential pay 
gone up? What about insurance and 
pensions? The union security issue? 

Some 312 manufacturers in the 
greater Cleveland area contributed 
data to this study of 151 pages —al- 
most twice as large a book as its 
predecessors. The combined payroll 
of these companies includes approxi 
mately 190,000 nonexempt white- and 
blue-collar employees. To enable ex- 
ecutives to make rather accurate 
comparisons, the survey presents in- 
formation by company size and by 
union affiliation. This enables manage- 
ment to determine what companies 
employing, say between 100 and 500 
workers do about insurance programs, 
or the extent to which a certain union 
has secured the “maintenance of mem- 
bership” clause in the contracts it 
has signed with other companies 

Regarding vacations, holidays with 
pay pension arrangements, union 
shop, and escalator clauses, the AIC 
survey states 

Vacations—-Inroads have been made 
on the custom of giving 1 week for 
1 year’s service, and 2 weeks for 
5 years, which was standard up to 
1950, but organized labor has had 
little success in securing 3-week vaca- 
tions for workers. An increasing num- 
ber of firms now permit a system that 
works about like this: 3 days for 6 
months, 5 days for 1 year, 6 days for 
2 years, 7 days for 3 years, 8 days for 
i years, 10 days for 5 years 

Holidays—-In the Cleveland area 
only 1.3 per cent of the reporting 
firms said they gave election day as 
a paid holiday; 1 per cent grant Wash- 
ington’s birthday. About 85 per cent 
of the firms reporting give the stand- 
ard 6 holidays. Some 62 per cent stip- 
ulate that the employee must work 
the day before and the day after a 
holiday, and that the holiday be a 
regularly scheduled work day. Only 
191 firms will pay for the holiday if 
it comes during a worker's vacation 
period 

Pensions—The pension arrange- 
ment is basically a large-company 
practice—-51 per cent of the firms re- 
porting grant no pension benefits. 
However, companies employing more 
than 1,000 people are generally falling 
into line, and the “heat” is on those 
managements in the 500-1000 worker 
classification. Only 3 per cent of the 
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reporting firms said they had installed 
pension arrangements as ¢ > of 
collective bargaining since 

Union Shop —The CIO, particularly 
the UAW-CIO, has driven hard for 
the union security clause in 1952. And 
it has made progress. Of the 48 firms 
loing business with the UAW-CIO 
15 reported that they had signed a 
maintenance of membership agree- 
ment with the umion,; 26 have granted 
the union shop; 2 have combination 
shops. Only 5 have avoided signing a 
security clause of any kind 

Escalator Clauses — Despite the de 
mand of unions to tie wages to the 
cost of living, only 63 managements 
told AIC they had agreed to do so on 
majority are in 
Exactly 7 
» accepted this idea as 


a formal basis. The 
the larger-plant category 
companies hay 
policy 

The AIC survey is supplied without 
charge to all member companics To 
non-member companies outside the 
Northeastern Ohio area 
charge of $10 


there is @ 


Fred Bade receiving $3,000 award 
from C. F. Braun, Hall vice president 


Printing Firm Worker 
Wins $3,000 Award 


The highest award paid:to date 
under the suggestion system of the 
WF. Hall Printing Company, Chi- 
cago, is the $3,000 award which re- 
cently went to Fred Bade, job oper- 
ator, for an idea designed to improve 
company operations 
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The suggestion system, which was 
reorganized in 1948, is now in opera- 
tion in all four of the companies com- 
prising the W. F. Hall group which, 
in addition to the parent company, 
the Central Typesetting and 
Chicago  Roto- 
and the Art Color Printing 


includes 
Electrotyping Co 
print Co 
Co 

According to the company sugges- 
tion system policy, up to $10,000 will 
be paid for a single employee sugges- 
tion and management is looking for- 
ward to the day when the maximum 
award will be earned by an employe 

The average award thus far in 
1952 at the W. F. Hall companies is 
$105.74, which compares favorably 
with the average award of $2482 
for 177 companies reporting in the 
1951 survey of the National Associa- 
Suggestion Systems; the 
average employee participation at 
Hall companies in 1951 was 255 per 
thousand, compared with employee 
participation of 187 per thousand in 
the national survey conducted by the 
NASS 


tion of 


Standard Oil Sets Up 
14 Scholarships 


Fourteen undergraduate  scholar- 
ships in liberal arts colleges of Mid- 
western States have been set up by 
Standard Oil Company (Indiana) 
The midwestern colleges, in states 
where the company operates, were 
selected on the basis of lists evaluat- 
ing contributions of small colleges 
to the training of scientists. Each 
college will be awarded $1,000, $500 
of which is to be awarded to out- 
standing chemistry students in the 
senior year, and the other $500 to 
go to the College's chemistry depart- 
ment 

In setting up these scholarships, 
Dr. Robert E. Wilson, chairman of 
Indiana Standard, said: “A critical 
shortage of scientific and engineer- 
ing personnel is developing in this 
country. Our industry is particularly 
concerned about the future supply of 
chemists and chemical engineers.” 


Ghost Army of Workers Lost to Industry Annually 


According to officials of the 1952 
Industriai Health Conference, ab- 
sence because of sickness means that 
a ghost army of 2 million workers is 
lost to American industry each year 
The conterence of 2,000) industrial 
physicians, surgeons, dentists, nurses, 
which was held in 
Cincinnati, said sickness accounts for 
the loss of 500 million man-days from 
industry in a single year 

Respiratory diseases, with the com- 


and hygienists 


mon cold in the forefront, cause one- 
half of the absences and one-third 
of the days lost for both men and 
women. However, it has been found 
that persons who find it difficult to 
adapt themselves to the stress of 
everyday living are, as a group, the 
ones responsible for the major por- 
tion of illness and absenteeism in in- 
dustry 

A study of the medical records of 


individual employees confirms the 
fact that year in and year out cer- 
tain workers have a great deal of 
absence due to. sickness, whereas 
others have very little. Frequently 
the pattern of illness of such an em- 
ployee is quite uniform over a period 
of up to 20 years. Since “life stress” 
seemed to be a factor causing most of 
these patients’ disorders, a study of 
the life history of a number of work- 
ers was made. This revealed that 
childhood hardships, marital difficul- 
ties, and unusual financial or psycho- 
logical responsibilities and depriva- 
tions made up the group of frequent- 
illness employees. Many of their epi- 
sodes of acute illness coincided with 
particularly stressful situations in 
their personal lives. The employee's 
past pattern of illness and absence 
was found to be the most reliable 
guide to his future performance 


Company Prepares New Manual for Arbitrators 


Whenever a grievance is appealed 
to arbitration under the labor agree- 
ment between the Philadelphia Trans- 
portation Company and union—the 
Transport Workers Union- a_ three- 
man Board of Arbitration is ap- 
pointed to hear the case. The chair- 
man is the neutral arbitrator who is 
selected jointly by the company and 
the union. The other two arbitrators 
consist of a union representative and 
a company representative 

Because some of the company rep- 
resentatives Were appointed to serve 
tor the first time and would therefore 
have many questions in their minds 
concerning What they were getting 
into, the company decided to prepare 


an information manual which could 
be used by either seasoned arbitrators 
or those serving for the first time. 

The Manual for Company Arbi- 
trators just released is an attractive 
and well-organized booklet of some 
27 pages which includes the much 
valuable material on arbitration. A 
manual of such concise, step-by-step 
information as this cannot but help 
company arbitrators (especially first- 
time arbitrators) do a better job, 
and thus achieve better arbitration 
results for the company 

The booklet was prepared by the 
industrial relations department of 
the company. W. J. MacReynolds is 
vice president of industrial relations. 
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‘No war, no strike, no depression, can so completely destroy an established business or its prof- 


its, as new and better methods, equipment, and materials in the hands of an enlightened com- 
petitor.''—The Society for the Advancement of Management, from the July issue of SYSTEMS 


MAGAZINE. These pages may contain just the equipment your office needs to win the race 


All-Purpose Floor Machine 
For Easy Floor Care 


RUGGED new floor machine called 
Special 16 is being offered by the 
makers of Johnson's Wax. Having 
's horsepower motor and a 16-inch 
brush, the new machine is adaptable 
to both 110 and 220 volt A.C. current 
The chassis is polished aluminum cast- 
ing with motor and gear reduction 
unit enclosed. Only 1042 inches high, 
machine gets under furniture easily, 
and the non-marking rubber bumper 
protects baseboards and molding 
while 16-inch brush allows polishing 
and scrubbing close to the wall. Be- 
sides the standard polishing and 
scrubbing brushes, there is a solution 
tank for use When shampooing rugs, a 
grinding disc with carborundum 
blocks, a steel wool pad holder, and a 
cushioned disc for sanding or buffing 
work. All accessories can be changed 
easily and quickly. The brush for 
cleaning rugs has holes between the 
bristles to distribute the shampoo so- 
lution evenly. Wire brushes also can 
be used for cleaning concrete or steel 
surfaces. S. C. Johnson & Son, Inc., 
Racine, Wisc 
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Filing Cabinet Has 
Secret Vault 


CONCEALED vault has been incor 
porated into three new filing cabinets 
by Cole Steelthe Executive Di 
rector, and the Merchants file. A dial 
lock keeps vault really private, and 
two adjustable compartments hold 
costly supplies under lock and key 
Different models have \arying ar 
rangements Sof index 
ball-bearing letter files. All models 
are available with plunger 


which automatically locks all draw 


drawers and 
lock 
ers, and can be had in green, grained 
walnut, mahogany, or Knotty pine 
finish. Cole Steel Equipment Co., Inc 
285 Madison Ave... New York 17. N.Y 


Plastic Binding Kit For 
Easy Record Binding 


WITH this simple hand punch and 
the 150 plastic binding tubes supplied 
you can bind over 75 books cach in 
a matter of seconds. Just punch holes 
at the desired locations two at a 
time—-and bind together by inserting 
the binding tubes into the holes with 
your fingers. This makes either per 
manent or bound books 
Tubes are crack-resistant vinyl! plas- 
tic in red, blue, and white, in sizes 
ranging from “4 inch to 1 inch inside 
diameter. Punch has a wooden bass 
with a silver finish, and the working 
parts are cold-rolled 
steel. The punch lever is adjustable to 
extreme accuracy. Tauber Plastics 
Inc., 200-Y Hudson St... N. Y. 13, N.Y 


loose-leat 


case-hardened 


Mobile Radio Allows 
Easy Conversation 


COMPANIES with use for communi 
cation between the ofhcee and moving 
Bendix Radio's 
new Command-Air equipment of val- 


vehicles will find 


ic. This operates on a very high fre- 
quency band, and is adaptable to all 
VHF mobile applications Available 
in either the three-unit packaging of 
the transmitter and power 
supply; or the single package unit; 
both are identical and 
feature crystal controlled, dual chan- 
nel operation in the 152-174 band 
Units come in a wide range of models 
requiring various input’ voltages, 
which can be supplied with trans- 
mitter output of 10, 25, 30, or 60 
watts. Fixed stations of 250 watts are 
also available. The present channel 
spacing is 60 kilocycles, but device 
rsion to any 
proposed channel-band 
widths. Units come in gray Hammer- 
loid cases made to withstand shock 
and vibration. The single unit has a 
sendix 
Radio, Div. of Bendix Aviation Corp., 
jaltimore, Md 


receive! 


electrically 


will also allow easy conve 
of the new 


handle for ease in carrying 


4 
“ 
> 
57 
Sree 


Slotted Board for 
Visual Control 


anything charted on paper 


charted on Victor s Controla 


such progress 
ties performance, or 
ystern consists of 
slotted board 
ind OY horizontal 
colored, lettered 
vhecators, and charting 
the chart take 
Phe Vietor 


wre? 


Ine 


Visible Index Has 
Unusual Features 


DEVICES to hold cards in place, suc! 
as clamps, wires, and holes, have 
been climinated ino the new Vue-Fax 
file Hori 
margins make recording informatior 
variety of 


ontal, diagonal, and vertical 


sy Desizned to hold a 
eard sizes, if is necessary to handle 
only the card wanted in normal filing 
operator ‘iews thousands ol 
eards at a glance, on which she 
post either by hand or machine 
tings postings time as much as 
cont) Card separators are made otf 
Plastic instead of paper. and a specia 
missing-card feature prevents musfil 

Correct work hemwht and a 45 

viewing angle make for more 
irate, less fatiguing work Records 
be used from either side of the 


file. finished to harmonize with 


inferiors Vue-Fax Corp 
ew York 38.N Y¥ 


New Pocket Register 
Has Memo Holder 


ADAPTATION 


pocket 


Moor: 


sales 


standard 
register gives the 

service man a list of daily calls to be 
Individual 
inder the 
metal clip according to geographu 


made at his finger tips 
sheets can be inserted 
location ind as each call is com- 
pleted, the sales slip can be written 
ind the call slip either discarded or 
clipped under the bottom of the pack 
Moore Business Forms, Inc., 900 Buf 
talo Ave, Niagara Falls, N.Y 


Templates for Low Cost 
Layout System 


rWO-dimensional layouts can be 


made simply and rapidly with the 
Repro-Templets master planning file 
consisting of 5.000 templets on film 
remplets, fastened on film grid sheets 
adhesive, wil 
remoy ed 
layout is complete run it 
reproduction machine 
copies as needed) Repro 
Penna 


with pressure-sensitive 
not loosen intil toreibly 
When 
through any 
for as many 


Pemplets Ine. Oakmont 


Marking Machine for 
Tags and Labels 


NEW marking machine by American 
lag Co. will print as many as 430 
tags per minute. Copy to be printed is 
typed on 
ard typewriter. Then it is inserted in 
the machine which operates on the 
spirit-duplicating process. Tags and 
labels are tantolded tor easy handling 
The American 400 Marking Machine 
will reproduce 14 lines of type or as 
many as 154 figures on one tag or 
label, horizontally or vertically. Hand 
writing, artwork, or coding repro 
duced with equal ease. Machine is 
14 inches long, 10 inches deep, and 
11 inches high, weighs approximately 
45 pounds, and is finished in a light 
blue crackle finish American Tag 
Company, 150 Cortlandt St. Belle 
ville 9 


master sheets” on a stand- 


Makes Stencils 
On New Principle 


WORKING on an electronic principle 
that reproduces halftone pictures as 
casily and clearly as copy, the Ronco 
Tronic employs an electric scanning 
device to produce a stencil in a mat- 
ter of minutes. No heat, light, or 
chemical preparations are used. This 
process is especially useful in sales 
material where the 
picture is desirable but which has 
heretotore been difficult, due to pres 
ent stencil limitations. The Addo Ma 
chine Co, Inc., 145 W 57th St. N Y 


inclusion ot a 
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Chart Aids Selection of 
Reproduction Material 


HANDY chart is being offered by 
Eastman Kodak to make the 
tion of the correct Kodagraph mate- 
various types of 
and bad 
general 
materials, 


selec- 
nals to reproduce 
originals in both 
dition. The chart 
description of each ot the 
and 
formation 
Eastman 
N.Y 


good con- 


lists a 


processing in- 
Sales Div 
Rochester 4 


gives complete 
Industrial 


Kodak Co 


Desk Calendar for 
Future Dates 


THE first 
in years, 
calendar tells at a glance tuture 
by days, weeks, and months for an 
entire year. The left-hand 
each day has a listing of tuture dates 
grouped by days, wecks, and months 
for the entire year. Now you will 
know the exact date of “6 weeks 


improvement in calendars 
this Schedule-A-Date desk 
dates 


page tor 


Electronic Computer for 
Statistical Problems 


FIRST completely electronic com 
puting system for processing both 
numeric and alphabetic data with- 


coding is Remington 
Fac-Tronic System 
many tact-finding 
applications Statistical prob- 
lems of large companies to 
complex mathematical formulas and 
record analysis for industrial organi- 
zations. The basic units of the Unis 
system are an external metallic tape 


out special 
Rand's Univac 
This system has 
from 
insurance 


ac 
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from today or felivery in 4 davs 
The right-hand page is a regular 
memo page with the ate, a calendar 


and space 


of the month for notes 
Desk calendar has steel base with 
nickel arches and rubber feet. Pad 
pages are 3% inches by 6 inches, with 
holes spaced 2 inches apart for side 


stand Schedul 


310 FE State St. Ithaca 


opening 
endar Co 
N. ¥ 


Two-Way Stapler for 
Double Duty 

REVISED anvil desigt 
Neva-Clog Two-Way 
J-80 to shift from permanent to tem 


St aph 


porary fastening and pinning action 
\ button on the bottom ot tl sta 
pling plier does the shifting in a split 
second. Handle spring tension posi 
tions the anvil so that it delivers 


either a permanent clinch or a pin 
like staple which is bent flat against 
the back of the paper. Neva-Clog 
Products, Inc Bridgeport, Conr 


an internal ivnamic mobile 
mercury memory. One reel of the 
metallic tape contains in a magnetic 
code 1,440,000 digits or characters 
equivalent to the information that 
may be recorded on 18,000) punched 
cards. The computer's internal memo 
ry, the dynamic mobil mercury 
tank, will “remember” 12,000 digi 


or characters at one time. The digits 
in the metallic tape represent the 
data to be acted upon by Univac and 
Eckert 
Remington Rand Inc 

New York 10, N.¥ 


arranging 


instructions for 
Mauchly Div 
315 Fourth Ave 


Kit for Making Bar or 
Curve Line Charts 


ASSORTED chart mat als bar 
amd curve line charts are included in 
i s kit t Chart-Pak, such as a 

28 different p ns on 


follow the 
green light to 
quicker filing 


Folders hang 
on trame! 


Frame fits in 
file drawer’ 


3 4 ackwa 
frames Y each 
drawer, whisk 
ther folders awa 2 
sway 
ery wa 
instant 


reterence to 


every folder! 


‘ 
Oxford Filing Supply Co., Inc. | 
54 Clinton Road, Gorden City, New York 
NAME 
N ADORE = ! 
eat 

STATE 


wi 
— = = Zt 
| 
PEN 
Write today for 
TRIAL DRAWER test to 


THE MODERN COPYHOLDER 


Promotes Accuracy * Increases Production 
Saves Eyestrain « Portable 


Attachments for copying from wider sheets 
1S inch eye quide extension — $1 25 
20 inch eye guide extension — $1 50 


FREE TRIAL OF FER — Write us fo send you 
RITE UNE COPYHOLDER with the understanding that 
you may return it without charge within ten days 


Washington 5.0. C 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper, tissue, cellophane, corru 
yated cartons, wax paper, etc., into uniform 
resihent strands ideal tor packing pur 
poses. Especially adapted to shredding 
ontidential records, blueprints, per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 

All covolving pe 


ore covered Instantly adjustable. Shreds 
Designed for con + and trouble-free 


fompact, eco mical, safe 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied —return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 


The following literature is of special 


interest to executives active in busi- 
ness management. It is current, and 
requests for this lilerature received 
several months after date of this 
issue may find supplies of the various 


booklets are completey exhausted. 


AL. HANDS ‘TAKE ro 
RHYTHM-ADD. This 3l-page book- 
let contains reports trom several dit- 
ferent types ot 
Rhythm-Add helped their employees 
work 
taster. The first chapter describes the 
action and illustrates the touch with 


business on how 


to produce more easier and 


time-exposures. Beautifully designed 
stock, the 


booklet is interesting and easy to read 


on enamel-coated paper 


Classes hell in ses business 


are iso show! 


FOR THE FIRST 
TIME FULLY AUTOMATIC 
COUNTING & BANDING. This 15- 
page two-color booklet tells about 
Berlin & Jones automatic counting & 
machine. The machine ts 
ip Views, well- 


NOW 


banding 
shown in several close- 
labeled to indicate special features 
The copy describes how the machine 
providing 
collating with correct 
orderly delivery 


operates simply and easily 
tast, accurate 
count and accessible 
Cleverly designed, the booklet has a 
heavy Kromecoated stock cover to 


withstand handling 


1003. 7 WAYS TO SAVE WITH 
SIMPLIFIED TOOL CRIB CON- 
TROL. Another of Remington Rand's 
1ids to management, this folder deals 
with the two basic systems to choose 
from in tool crib control, system 1 
employing the Kolect-a-matic, and 
system 2 using the Kardex. Both offer 
control by tool and control by worker, 
and give your charge-outs in less than 
returns 


a minute ant make your 


equally quick and casy. These sys 
tems will pay for themselves in. re 


ducing loss of expensive tools 


14 SUCCESSFUL SALES CAM- 
PAIGNS. This plastic-bound  port- 
folio contains case history reports 
outlining the complete plans of some 
of the most successtul incentive cam- 
paigns carried on in 1952. Included 

a report on a carpet manutfac- 

r that doubled sales among dis- 
tributor salesmen, a report on a 
dairy which obtained 18.738 new cus- 
tomers in 11 weeks, and the campaign 
of a chain store that increased sales 


of a product 660 per cent. Portfolio 
also includes motivating forces man 
agement can use to stimulate sales- 
men. Suggested sales campaigns are 
outlined and promotion material is 
illustrated 


1005. KANSAS CITY OFFERS IN- 
DUSTRY. This handsome 
four-color brochure sets 


24-page 
forth the 
manutacturing or dis 
tributing firms that might be con 
templating establish- 
ment of a new plant would find Kan 
sas City an excellent place to locate 


reasons why 


expansion or 


The contents cover cost of living 
mineral 
resources, power, research and techni- 
cal services, taxes, transportation 
water and weather, as well as many 
other related topics 


fuels, industrial sites, labor 


* 


1006. BURGESS-MANNING CEIL- 
ING. Here in this 8-page folder are 
contained all the facts you need to 
know about air-conditioning your 
offices with Acousti-Vent or Multi- 
Vent ceilings. Line drawings illus- 
trate the six outstanding features, 
and sectional drawings show the con- 
struction of the types of 
Burgess-Manning ceilings. series 
of pictures show typical installation 


Various 


1007, HOW TO SELL THROUGH 
ADVERTISING SPECIALTY JOB- 
BERS This compact, hard-covered 
booklet tells about the advertising 
specialty field and the type of prod- 
uct adaptable to this market. “How to 
Get Started,” “Adapting Your Prod- 
uct,” “Summary of Trade Customs 

and “Developing Your Selling Plan 

are topics discussed 


1008. METHODS, MANPOWER 
AND MACHINES TO HELP YOU 
CUT CLERICAL COSTS. This 
unique little folder, in the shape of a 
check, deals with the various serv- 
ices offered by Statistical Tabulating 
such as calculating, typing, Robotyp- 
ing service, and tabulating 


* 


1009. THINGS TO BE DONE 
WHEN YOU MOVE OR REAR- 
RANGE YOUR OFFICE. This tiny, 
20-page booklet is full of helpful 
hints on how to move a whole office 
force with the minimum of confusion 
and loss of work hours. It first sug- 
“ests appointing a moving committee 
Which would make a_ three-point 
plan: (1) Space layout in the new 
building, (2) Identification and pack- 
ing, and (3) M-Day Traffic Schedule 
Succeeding pages treat these thre« 
points in more detail. The back of the 
book contains a series of charts de- 
signed to help plot the work schedule 
1010. SCOTCH BRAND PRES- 
SURE-SENSITIVE TAPES FOR 
OFFICE USES. This beautifully de- 
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aue“/ime wtth 
— 
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signed two-color booklet shows, main- 
ly through the use of photographs 
the various uses of Scotch Brand 
tape in the office. Many new and un 
usual ideas are given that you mig 
find profitable to adopt 
spread of illustrations also shows 
the different types Scotch tape 
dispensers tor irposes The 
back page contains a chart listing 
rypes of Applications apes Ree- 
ommended an.i Dispensers Ree 
ommended 


1011, SHORTEST PATH BETWEEN 
CHARGE AND PAYMENT. This bro- 
chure explains cycle billing and its 
many new adaptions to all types of 
billing, for both industrial and smal! 
retail businesses, and the remarkabl« 
time savings it introduces to all billing 
procedure. Copy is available upon re 
quest to the address given below 


Requests for these booklets may be 
sent direct to the companies listed 


1001. Monroe Calculating Machine 
Co Ine Orange, N. J 


Berlin & Jones Company, Inc 
601 West 26th St., New York 
LN. Y 


Remington Rand Inc, Man- 
agement Controls Division 
315 Fourth Ave., New York 
10, N. Y¥.; Request pamphlet 
KD 641 


Cappel, MacDonald and Com 
pany, Cappel Bldg, Dayton 
1, Ohio 


Industrial Trade Dept., Cham- 


ber of Commerce Kansas 


City, Mo 


Burgess-Manning Co 5970 
Northwest Highway, Chi- 
cago 1, Il 


The Advertising Specialty In 
stitute, Inc, 6053 Pine St 
Philadelphia 43, Pa 


1008. Statistical Tabulating Co... 53 
W. Jackson Blvd., Chicago 
4, Til 


1009. Art Metal Construction Co 
Jamestown, N. Y 


Minnesota Mining & Manufac- 
turing Co, 900 Fauquier 
St., St. Paul 6, Minn 


Diebold, Incorporated 
Canton 2, Ohio 
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Very tew ofhces ever have just one 
Steel Age Secretarial Desk! For the beauuful 
design, superb comfort and wondertul 
work-ease of the first one is a sound investment 
in office efhciency well worth muluplying. Your 
Steel Age dealer has helpful desk planning 
information waiting for you. Call hum! 
Corry-Jamestown Manufacturing Corp. 
orry, Penne. 


If you're busy . 


and you're an executive 


You |! be able to appreciate the ability of Multiples 

fo keep your desk clear while keeping necessary 

ond current data before you n sight and within 
h. It's another aid to efficiency in modern bus 


and worthy of your cons:deratior 


Whether 1s work that needs prompt attention 
current price lists or soles figures; or material you 
want available for ready reference, you |! find the 
swinging ponels of a Multiplex a great aid to your 


efficiency 


Attractively finished to look we n the most modern 
of offices, the Multiplex is built for permanence 
Installation s relatively simple and the cost is 


reasonable. Mail the coupon for our Visual Ref 
Visual Reference Systems erence Systems Cotsleg 


MULTIPLEX DISPLAY COMPANY 
916-926 North 10th St., St. Louis 1, Missour 

Please send me o copy of your Visual Reference Systems 

Catalog 

Nome 

Compony 

Address 


City and State 


3 
Steet AGE! 
> | 
aes At Leading Office Furniture Dealers from Coast-to-Coast 
aad 
| 
\\ | 
MULTIPLEX | 
101 
Se | 
— 
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Planned 


BUSINESS FORMS 


LITHOSTRIP 


Continuous, marginal punched 


forms with carbon interleaving. 


| 


LITHOSET 


Hands 


one-time carbon interleaving. 


individual form sets with 


LITHOFOLD 


Continuous fanfold forms, fully 


or partially carbon interleaved 


WRITE FOR FOLDER that 
tells how long you can cut forms 


handling costs and more! 


the American Lithofold 
CORPORATION 


Dept AB. SOO Bittrer St St Louis 15. Mo 
OFFICES IN PRINCIPAL CITIES 


4 
of Management Figures 


IN ONE COMPACT UNIT 


\ 


Arb your accountant send for divatiated tolder 


Charles @ Hadley Company Dept 9 


1JON Los Angeles Los Angeles 12 Colt 


THE DEVELOPMENT OF EXEC 
IVE TALENT. Edited by M. Joseph 
Dooher and Vivienne Marquis. A com 
plete guide to executive training, this 
arge Volume should be helpful to any 
ompany that is looking for ways to 
mprove its existing development pro 
ram, as Well as being an aid for com 
panies planning to introduce such pro 
grams 
‘The book ts divided into seven main 
parts, excluding the appendix and bib 
hography. One section of 18 cas 
studies deseribes the methods used in 
itive development at Standard 
(nl Company 
Roebuck and Co, Johnson & Johnson 


(New Jerse y), Sears 
General Mills, Inc., and many others 

Forty-four authors contributed to 
the book. American Management As 
sociation, 330° W f2nd street, New 
York 36, N.Y 
members, $5.75 to members 


76H pages. So 75 to non- 


SUCCESSFUL PRIZE CONTESTS 
By Lester M. Cone, Jr, and Zenn 
Kaultman. Anyone planning a contest 
for the first time, or having trouble 
showing results in contests that have 
already been tried, should enjoy this 
book 

Forty-four case histories are de 
tailed in the large appendix, so 
that the reader can tollow contests 
through their entirety, covering these 
main points: philosophy of the spon- 
sor, the problem to be solved, the 
inner workings of the contest: plan 
and the results 

The main section of the book, of 
course, is broken down into special 
headings, telling why people compete 
in contests, Who runs them, objec- 
tives, Various themes, promotion tech- 
niques and media, and bringing in 
many other ideas that should be help- 
ful. The book is amply illustrated 
showing many 
ments, entry blanks, and other pro- 
motional material 

Lester Cone is merchandising ac- 
count executive with MeCann-Erick- 
and Zenn Kautman is mer- 
chandising director of Philip Morris 
& Company Ltd, Ine. Prentice-Hall, 
Inc. 70 Fitth Avenue, New York 11 
Y. 567 pages 


contest announce- 


son, Ine 


PRACTICAL BUSINESS SPEAK- 
ING. By Wilham Phillips Sandford 
ind Willard Hayes Yeager. A revised 
edition of a book which originally 
ippeared in 1929, with a second edi- 
tion in 1937, this volume is intended 
is a textbook tor students and tor use 
by businessmen Who must know some- 


thing about speaking before large 


groups and betore groups in 
meetings 

An additional 15 years of experi- 
ence and research are said to have 
gone into this third edition. The 
authors during that time 
peared before business audiences in 
more than 25 states and have con 


ducted courses for business and pro 


have ap 


fessional people in more than 100 
kinds of business 
The book gives the usual chapters 
on importance of business speaking 
selecting subjects and finding mat 
rial, organizing a talk, making ideas 
attractive and such things as ana 
lyzing a hearer or audience, and per 
sonality and 
There are samples of the various 
types of business talks, and an ex 
ecutive who is taced with a speaking 
engagement might easily find a typ 
that he could follow, to some degres 
The final section in the book ts 
devoted to business interviews, con 


success speaking 


ferences, and = discussions, with a 
chapter on planning and conducting 
meetings. This latter chapter is one 
of the new additions to the book, and 
there are 20 new business speeches, 
plus several interview and conterence 
transcripts that are new 

Mr. Sandford is professor of speech 
at Saint Louis University, and Mr 
Yeager is professor of speech and 
chairman of the department of speech 
at Ohio State University. McGraw- 
Hill Book Company, Inc., 330 West 
12nd Street, New York 36, N. Y 
312 pages. $4.75 
PERSONNEL INTERVIEWING. By 
James D. Weinland and Margaret V 
Gross. This volume is divided into 
three parts: Part I, which is a general 
discussion of the interviewer's job 
Part II, which describes and evaluates 
the methods of determining attitudes, 
aptitudes, and achievements of inter- 
viewees; and Part III, an explana- 
tion of the different types of inter- 
Views 

Some of the material in the book 
has been used at New York Univer- 
sity courses in business inter- 
viewing. Illustrations include a lay- 
out for an employment office, various 
forms used in interviewing, as Well as 
telephone check torms and excerpts 
from directions for conducting a 
board interview 

Author Weinland is professor ot 
business psychology, New York Uni- 
versity, and Author Gross formerly 
was assistant to the personnel man- 
ager at Phillips-Jones Corporation 
The Ronald Press Company, 15 East 
26th Street, New York 10, N. Y. 403 
$6.00 
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Business Forms 


SAVE UP TO 40% —OF YOUR 
BUSINESS FORMS PRINTING COSTS 


withthe C & G PLAN 


Investigate wis 5 used t cul 
OT costs by leading Incdustr ut the country 


Write ‘or full details meee 
Cullom & Ghertner Co...” 


tee through 
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Pirase Mention 
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SALARIED POSITIONS 
$53.500 te $35,000 


we offer the original persona! emry 
estal , ear Pr 

of highest ethi al standards is 

to your persona 


Business Booklets 


“HOW TO WRITE BETTER LETTE 
by 


Prailey 


write r dictate letters y 


a stimulus in this new 


Frailey. Sample copy. 40 


THE DARTNELL 
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Ravenswood Avenur, thicage 


pocket-sire bo« 
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find 


kle 


rents 


CORPORATION 


SERVICES and SUPPLIES 


Steel Guide Tabs 


Are Your Guide Tabs 


tre 
Large openings 


CHAS. C. SMITH Mfr., 


Cut them off 


W? 


Insert stripe for t 
2% Tope straight 
by bests jeners. | 
paid to ble aye trial 


Nowe rders promptly 
Samples (5 or leas) 2 cents cach 
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presidential campaign is still low 

gear. Nobody seems to care much who wins. 
Most people think they are doing pretty well 
as it is. There are plenty of jobs. Money comes 
easy. Farmers are complaining less than usual. 
Businessmen are preparing for a record-break- 
ing holiday trade. A coal strike threatens, but 
havent we always had strikes’ So when folks 
are told at the whistle stops that “they never 
had it so good” and are warned “not to let them 
take it away, they listen and applaud. But as 
one reader points out, you hear very little from 
the back platforms about what is happening to 
the purchasing power of our insurance policies, 
savings bonds, money in the bank, Social Secu- 
rity, and other dollar accruals. It is hard to 
realize that by the device of deficit spending, 
the Federal Government has confiscated half 
of what we saved prior to 1940. The actual buy- 
ing power of the 1940 dollar is now at an all- 
time low of 51 cents. It takes twice as many 
dollars to run a business as it did in 1940; it 
takes twice as many dollars to buy almost any- 
thing we need. If deticit spending continues, 
we will soon have 25-cent dollars; if we stumble 
into World War LET, the tired old dollars may 
fade away just as the Continental and Con- 
federate money did after previous wars. If 
those who think they won't “take the trouble” 
to vote knew the score and realized that what 
they think is gold is just the glitter of gilt, they 
might be more easily persuaded to go to the 
polls and vote. Election day is:just around the 
corner, 


Time for a Change 


Regardless of who wins the election, busi- 
nessmen look forward to good business. Some 
think there will be a leveling after pre-election 
stimulants wear off, but only the confirmed 
pessimists expect a bust. Nine leading eco- 
nome services all predict that business will con- 
tinue in high gear well into 1953. And there is 
much support for this belief. Retail buying is 
anything but reminiscent of the silk-shirt, 
grand-piano boom of the 1920's, People are 
buying, but they are buying carefully. They are 
looking for values. They are not interested in 
the cheap stuff that flooded the markets follow- 
ing the war. They are not reaching for luxury 
goods, high-priced furs and jewelry. But they 
are eagerly buying products they can use to fix 
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‘and paint their homes, home hairdo prepara- 
tions, and they are literally ga-ga over the new 
Celanese acetate fabrics which enable them to 
dress better for less money. ‘There is, in fact, a 
sort of merchandising revolution under way in 
this country, a shift in consumer buying habits 
that business men should watch carefully. The 
change is now evident at the retail level, but 
it will soon make itself felt at the manufactur- 
ing and distributing levels. It is a change that 
calls for finding more ways to make things 
better and for less money. It calls for replacing 
old methods with new methods; obsolete ma- 
chines with up-to-date machines; with doing 
mechanically more and more of those opera- 
tions now done by hand. 


Executive Pay Plans 

One of the trends pinpointed in the Dartnell 
Survey of Management Compensation, just 
completed, is the tendency of the courts and 
Federal agencies to view with a fishy eye all 
agreements which defer an executive's com- 


pensation. This cropped up in the court deci- 
sion which outlawed a stock-option plan because 
it did not require the option holder to render 
specific services at a future date. Then there 
is the decision of the Salary Stabilization Board 
to divide deferred pay in return for future con- 
sulting services and pension contracts which 
actually compensate an executive for current 
services. And now it seems the Treasury De- 
partment is wondering if all such plans are not 
tax-evasion schemes and therefore “loopholes” 
which should be plugged by the incoming Con- 
gress. This growing interest on the part of the 
Government in deferred pay suggests that it 
might be wise for readers to re-examine all such 
plans currently in effect. Make sure any future 
compensation provided for will be in return for 
future services. To contract with an executive 
to pay him a certain sum annually in return for 
being available at all times for advice and coun- 
sel is a perfectly logical arrangement, but the 
amount of the fee should be no more than the 
company would normally pay for comparable 
counsel. We have reached the point of diminish- 
ing returns in upping tax rates. From now on 
in, the technique will be to squeeze more money 
out of business by plugging loopholes. So loop- 
hole hunting will probably become the favorite 
indoor sport of the Bureau of Internal revenue 
in the years ahead.—-J. C. A. 
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Trucking Companies keep accurate 
records of arrival and departure of 
shipments with Cummins Perfora- 
tors. They also save time and labor 
with Cummins multiple marking by 
perforating multiple-copy waybill 
sets with trailer and manifest num- 
bers on all copies after they are 
routed, 


Food Processors and Pharmaceu- 
tical Houses maintain positive con- 
trol over daily production and indi- 
vidual batches by perforating 
package labels or liners with Cum- 
mins Perforators. 


Warehouses validate receipts for 
incoming merchandise, identify loca- 
tion of material in storage, and in- 
dicate load sequence, truck number 
warehouse door number and build 
ing or building section number by 
multiform perforation. Warehouse 
receipts are also permanently can 
celed by perforation. 


Insurance Companies use Cummins 
Perforators for premium collections 
with a perforated coupon payment 
system- saves labor and mail ex- 
pense, Specimen and sample policies 
are marked permanently and irradi- 
cably. Paid premiums, bills and ac- 
counts are receipted by perforation. 


Government Groups Federal, 
state, county, and municipal use 
Cummins Perforators for receipting 
taxes paid, canceling bonds and cou- 
pons, numbering and dating vehicle 
stickers, perforating tax stamps, and 
a hundred other uses. 


Chemical Companies label mix- 
tures, paint solvent, reagents —even 
experimental batches — with date and 
formula number with Cummins Per- 
forators . . . one of the most per- 
manent and positive methods of 
identification for quality control. 


Gas and Electric Companies per- 
forate millions of bills with Cummins 
Perforators. The Perforator sepa- 
rates the bills from the stubs and at 
the same time receipts, dates, and 
identifies the teller accepting pay- 
ment, providing absolute control. 


All Companies and Businesses 
use Cummins Perforators for mul- 
tiple-marking. Any markings, such 
as date, number, weight, etc., on 
maniffld forms or multi-copies can 
be done twenty times faster and ac- 
curately with Cummins Perforators. 


J. J. Newberry Co. reports 
“Cummins Multiple Marking 
DOES THE WORK OF 5 CLERKS... 
saves us $10,000 a year!” 


( 


Here’s how to make similar savings 
in your business! 


With Cummins Perforators, J]. ]. Newberry Co. cancels 4,000 invoices 
a day as a fill-in job with no traceable salary expense. ‘'li this 
canceling were done by hand,” they report, ‘it would take four to 
five clerks. At $40 a week, five clerks would draw $10,000 a year 
for a wasteful operation that is better performed for $120 a year 
with a Cummins Perforator.”’ 

Because Cummins multiple marks 20 items at a time, an average 
clerk can easily mark 20,000 items an hour. If you validate, 
approve, date, receipt, number, code or cancel invoices, purchase 
orders, shipping tickets, sales slips, coupons, labels or other internal 
papers, a new high-speed Cummins Electric Perforator will pay its 
cost many times over in your business, too.* And the holes-you-can- 
read mean permanence, legibility, everlasting safety. 

Send the coupon for more information about how Cummins Perfor- 
ators can bring big savings to your business. 


ORIGINATORS OF PERFORATORS 


Clip and Attach to Your Letterhead Todey 
Cummins-Chicegeo Corp., Chicago 40, Dept. AB-102 I 
*| want proof and facts. Send me Certified Gould Re- | 
ports on several of your hundreds of present users. 1 


Address 


per 
per year 
— | 
bi IN BUSINESS AND BANKS 1S 
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SMART 
BUSINESS 


Here's the business machine that will deliver your important office 
printed matter when you must have it... not next week, but in a 
matter of hours.* It’s doing this for hundreds of businesses. 


Your Davidson will save you time . . . and dollars . . . in dozens of 
ways. Want to get out an important announcement? It's ready to go 
before the day is over. Making a change in prices? Print it and mail 


it in a few hours... get the jump on competition. Revising an office 
form? The new one is ready before you know it. 
Print your letterheads, envelopes, advertising folders, labels . . . just 
about everything you need that comes within the size range. That 
4 includes fine halftone and multi-color work. 
The Davidson Dual is a quality duplicator, too . . . does form letters, 


bulletins, charts, drawings . .. a few or a thousand . . . sharp, distinct. 


OFFSET AND LETTERPRESS 

PRINTING AND DUPLICATING Let us show you how it might benefit your business. 
FOR BUSINESS 

*Printers who operate 


Davidson Duals can give 
you this same fast service. 


USE THIS COUPON 
Davidson Corporation, 1028-60 W. Adams St., Chicago 7, Ill. 
Please send me your illustrated folder on Davidson Dual, Model 251. 
Nome _ 


DAVIDSON CORPORATION 
A Subsidiary of Mergenthaler Linotype Company tad 
1028-60 W. Adams Street, Chicago 7, Address 


Davidson Sales and Service Agencies City___ 
are located in over 50 cities. 
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